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PUBLIC PRINTING AND DOCUMENTS S 0^.0 

§ 326. Meaning of folio 

The term folio shall mean ope hundred words, counting each figure 
as a word. When there are over fifty and under one hundred words, they 
shall be counted as one folio; but a less number than fifty words shall 
not be counted, except when the whole statute, notice, or order contains 
less than fifty words. R.S. § 86 4. 


Index to Notes 


Computation 1 
Separate papers 2 
Undue prolixity 8 


Library references 
Newspapers <>=>5(2). 

C.,T.S. Newspapers § 20. 

1. Computation J .. 

When the number of words is less than 
a hundred they are counted a folio, and 
such entry being in fact a record, the 
clerk is entitled to ten cents for filing 
and fifteen cents for the record entry in 
the calendar. Amy v Shelby County, C. 
C.Teim.1872. 1 Flipp. 104. 1 Fed.Cas.No. 
345. 

2. Separate papers 

In making up a record, a cjprk must 
count the folios of the record as though 
of one instrument continuously from be- 
ginning to end. and not treat each docu- 
ment, judgment, order, and direction of 
the court as a separate instrument and 
he is entitled to charge fifteen cents per 
folio for the record made up in this man- 
“r only. U. S. v. Kuril, Ct.Cl.1890, 17 
s.Ct. 15, 1G4 U.S. 49, 41 L.Ed. 340, over- 
ruling Erwin v. U. S.. 1889, 37 K 470, 2 
L.R.A. 229. ^ 

In determining the number of folios in 
a final record each separate and distinct 
order, notice, *>r other paper is to be 
counted separately, according to the rule 
prescribed in this section, and the ag- 
gregate of the folios so found Is the 
number of folios in the record Erwin v. 
0 S., D.C.Ga.1889. 37 V. 4,0. 492. 2 L.R. 
A. 229. , , . , 

Where the journal entries in criminal 
cases are made up in pursuance of an 
/order of court requiring the proceedings 
to be entered, not In the form of a mere 


recital, but each order, motion, and pro- * 
ceeding in u paragraph separate from 
others under the same caption, the clerk 
is entitled to charge 15 cents for each 
of said separate orders, motions, etc., al- 
though they may relate to the same case, 
and be entered under the same caption; 
Marsh v. U. 8.. D.C.Fla.1898, 88 F. 879, 
reversed on other grounds, C.C.A.1899, 02 
F. 689, and C.C.A.1901, 106 F. 474. 

In an action by the clerk against the 
United States to recover fees charged for 
record entries made in criminal cases, 
which have been disallowed by the treas- 
ury department, the clerk’s accounts, 
which were presented to and approved 
by the court, are prima facie evidence of 
the correctness of the items therein con- 
tained, and the plaintifT is not required 
to prove that each separate entry for 
which a charge is made therein, wnlcn 
purports to relate to a separate and dis- 
tinct transaction, does In fact relate to 
such a transaction, so as to entitle him 
to charge for the same as a folio, under 
this section, and especially where the 
statements of disallowances by the audi- 
tor do not disclose what particular items 
are objected to. nor any principle upon 
which the disallowances were made. 
Marsh v. U. S-. D C.Fla.1901 109 F 236. 

When an original entry of an order la 
mu lie though less than a folio. It la 
chargeable as a folio, each entry of a 
kind standing by itself distinct from all 
others. Cavender v. Cavender, C.C.Mo. 
1882. 10 F. 828. 

3. Undue prolixity .... . _ , 

A commissioner is entitled to fees by 
the folio for drawing orders, to the full 
number of folios employed, in the ab- 
sence of proof that these papers were 
unnecessarily prolix. L-Iirschbeck v. U. 
S.. D.C.N.Y.1894, 63 F. 949. 


/ //4 (J.S.C. f 

CHAPTER 10 .— DISPOSITION OF RECORDS [NEW] 


-iily fees and 
, between par- 
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365. Repealed. 

Definition of records. t , . 

Regulations by National Archives 
Council covering lists of records 
for disposal, procedure for dis- 
posal, and standards for repro- 
duction ; approval by President. 

Lists and schedules of records to 
be submitted to Administrator of 
General Services by head of each 
Government agency. 

Lists and schedules of records lack- 
ing preservation value; submis- 
sion to Congress by Administra- 
tor of General Services. 

Same; examination by joint con- 
gressional committee and report 
to Congress. 

. Same: disposal of records by head 
of Government agency upon noti- 
fication by Administrator of Gen- 
eral Services of action by joint 
congressional committee. 

. Same: disposal of records upon 
failure of joint congressional com- 
mittee to act. 


Same; disposal of similar records 
where prior disposal was author- 
ized. 

Preservation of claims of Govern- 
ment until settled in General Ac- 
counting Ofiice ; disposal author- 
ized upon written approval of 
Comptroller General. 

Disposal of records constituting 
menace to health, life, or proper- 
ty; report of action by Admin- 
istrator of General Services to 
agency. 

Destruction of records outside con- 
tinental United States in time of 
war or when hostile action seems 
imminent; written report to Ad- 
ministrator of General Services. 

[New; Repealed 1. 

Photographs or mlcrophot.ogntpba 
of records considered ns orig- 
inals ; certified reproduction's ad- 
missible as evidence. 

Moneys from sale of ' records as 
payable into the Treasury. 

Procedures for disposal of records 
as exclusive. . 
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§§ 351-350. 

Sections were 
. 4SI. §§ 1-0, 


Repealed July 7, 1043, c. 192, § 16, 57 Stat. 883. 

1912, c. 179, 50 


from Act Aug. 5, 1939, 
53 Stat. 1219, 1220, as 


ainemlcd by Act Mar. 13, 
Stat. 170. 


PUBLIC PRIN 


renumbered and added by Ad 
1950. c. 849, 5 7(e). 04 Stat. 590, 
tent that the provisions of tb 
are inconsistent with chapter ' 
title. 


§ 357. Repealed. Mar. 13, 1042, c. 170, 50 Stat. 171. ! 

Section was from Act Aug. 5, 1939, c. pealing Act of Mar. 13, 1042, and constl* f 

481, 5 7. 53 Stat. 1220. Section 8 of that tutes section 358 of this title. j 

Act was renumbered 7 thereof by the re- 

g§ 358—303. Repealed. July 7, 1043, c. 102, § 10, 57 Stat. 383. 

Sections 358-361 were from Act Aug. 6, Sections 302, 303, were from Act Sept 
1939, c. 181, 55 7-10, 03 Stat. 1220, 1221, 24. 1940, C. 727. It t. 2. 04 Stat 058, 050. 
said sections 7-10 as so renumbered by 1 

Act Mar. 13. 1942. c, 179, 50 Stat 171 '• 

§ 304. Repealed. Oct. 25, 1051, c. 502, § 1 (27), 05 Stat. 030 | 

Section, Act June 27, 1912, c. 450, 5 1, provisions were contained in Act . Apr. 5, • 

iiO Stat. 411. which related t.o disposal of 1941. c. 40, g 1. 55 Stat. 112. which was . 

redeemed food stamps issued by Surplus repealed by section 1(20) of Act Oct. 25. i 

Marketing Administration, is now covered 1051. c.' 502. 5 1(20). 05 Stat. 039. ! 

by sections 300-380 of ‘liis title. Similar 

§ 305. Repealed. Oct. 25, 1051, c. 502, § 1 (28), Go Stat. 030 

Section, Act Oct. 20. 1942, c. 029, Title Defense or War Savings stamps, is now : 

IT, 50 Stat.. J000, which related to dis- covered by sections 3C(L3S0 of this title. ; 

position of redeemed, canceled, or spoiled 

i 

§ 300. Definition of records 

When used in sections 366— 37G and 378—380 of this title, the word 
“records” includes all books, papers, maps, photographs, or other docu- 
mentary materials, regardless of physical form or characteristics, made or 
received by any agency of the United States Government in pursuance of 
Federal law or in connection with the transaction oi public business and 
preserved or appropriate for preservation by that agency or its legitimate 
successor as evidence of the organization, functions, policies, decisions, 
procedures, operations, or other activities of the Government or because of 
the informational value of data contained therein. Library and museum 
material made or acquired and preserved solely for reference or exhibition 
purposes, extra copies of documents preserved only for convenience of 
reference, and stocks of publications and of processed documents are not 
included within the definition of the word "records” as used in sections . 
366-376 and 378-380 of this title. July 7, 1943. c. 192, § 1, 57 Stat. 380. 
Library references: Records ©=>13; C..T.S. Records §§ 34, 40. 

Kcpciil of tttws inconsistent with coo- to text, provided : “All other Acts 01 
lions 860-380. In addition to repealing parts of Acts inconsistent with the pro- 
former sections 351-350, 358-303 of this visions of this Act [sections 300-370 and 
title, section 10 of Act July 7. 1943. cited 37S-3S0 of this title] are hereby repealed.” 

§ 3C7. Regulations by National Archives Council covering lists of 
records for disposal, procedure for disposal, and standards for reproduc- 
tion; approval by president 

The National Archives Council shall promulgate regulations, not in- 
consistent with sections 366-376 and 378-380 of this title, establishing 

(1) procedures for the compiling and submitting to the Administrator of 
General Services of lists and schedules of records proposed for disposal, 

(2) procedures for the disposal of records authorized lor disposal, and (3) 
standards for the reproduction of records by photographic or microphoto- 
graphic processes with a view to the disposal of the original records. 
Such regulations, when approved by the President, shall be binding on all 
agencies of the United States Government. July 7, 1943, c. 192, § 2,i7 
Stat. 3 81. amended June 30, 1949, c. 288, Title I, § 104, 63 Stat. 381. ^ i 

roforcnccs: Records <©=13; C.J.S. Records §§ 34, 40. ' 

Transfer of Functions. The National June 30, 1949, cited to text. Said section j 
Archives Council was transferred to the 104 Is set out ns section 391 of this title. [ 
General Services Administration by sec- Effective date of transfer of functions. , i 
tion 104(b) of Act June 30, 1949, cited to Transfer of functions as effective July 1. | 

text. 1949, see note set out under section 201 of ' j 

The functions of the Archivist were Title 41. Public Contracts. • ' . I 

transferred to the Administrator of Gen- Repeals. Section repealed by Act June i 
eral Services by section l(M(a) of Act 30, 1949, c. 288, Title VI, 5 002(b) (2) as . ■ 

68 f 


§ 368. Lists and schedu 
tor of General Services by I 
The head of each agency 
to the Administrator of Ge; 
promulgated as provided In 
ords In the custody of the t 
photographed in accordance 
sequence thereof, do not ap 
further preservation by the 
In the custody of the agenc 
of its current, business and 
trative, iegal, research, or c 
tion by the Government; a 
the lapse of specified perlo 
character that either have 
that may accumulate there 
schedules and that apparent 
fled have- sufficient administ 
rant their further preserva 
192, § 3. 57 Stat. 381, amei 
63 Stat. 381. 

Library references : Records© 
Transfer „f Function;. -The- 
of the Archivist were tranBferrc 
Administrator of General Ser 
section 104(a) of Act June 30, 1 
to text. Said section 104(a) is s 
section 391(a) of this title. 

i 

§ 300. Lists and schednl 
mission to Congress by Admi 
The Administrator of Gen 
times as he shall deem expe 
in accordance with the prov 
such lists or schedules, and 
custody, insofar as it shall 
lists or schedules do not, oi 
fled, have sufficient admini 
warrant their continued pre 
Provided, That the Administ 
Congress lists or schedules 
eminent in his legal custoc 
consent of the head of such ; 

The Administrator of Gei 
together with recommendat 
respect thereto, and at such 
proposing the disposal, afte 
records of a specified form o 
that either have accumulat 
that apparently will not, aft( 
licient administrative, legal 
further preservation by the 
192, § 4, 57 Stat. 381, amem 
June 30, 1949, c. 288, Title 1 
Library references: Records © 
J9I5 Amendment. Act July 
amended section by adding tin 
par. “ 

Transfer of Functions. The 
archives Council was transferre: 


f 
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( 

renumbered and added by Act Sept. S. Legislative History: For legislative 
| 1050, c, 840, i 7(e), 64 Stat. 590, to the ex- history and purpose of Act June 30 1919 

' tent that the provisions of this section cited to text, sec 1049 U.S.Code Cone’ 

H arc inconsistent with chapter 11 of this Service, p. 1475. 

f title. 

§ 308. Lists and schedules of records to be submitted to Administra- 
tor of General Services by head of each Government agency 

i The head of each agency of the United States Government shall submit 

to the Administrator of General Services, in accordance with regulations 
promulgated as provided in section 367 of this title (1) lists of any rec- 
ords in the custody of the agency that have been photographed or micro- 
photographed in accordance with the said regulations and that, as a con- 
sequence thereof, do not appear to have sufficient value to warrant their 
1 further preservation by the Government; (2) lists of any other records 

‘ in the custody of the agency that are not needed by it in the transaction 

of its current business and that do not appear to have sufficient adminis- 
trative, legal, research, or other value to warrant their further preserva- 
tion by the Government; and (3) schedules proposing the disposal after 
the lapse of specified periods of time of records of a specified form or 
character that either have accumulated in the custody of the agency or 
that may accumulate therein at any time after the submission of such 
schedules and that apparently will not after the lapse of the period speci- 
fied have sufficient administrative, legal, research, or other value to war- 
rant their further preservation by the Government. July 7, 1943, c. 

! 192, § 3, 57 Stat. 381, amended June 30, 1949, c. 288, Title I, § 104(a), 

63 Stat. 3 « 1 . ™“" 

k V 

^Library references: Records <>=>13; C.J.S. Records §§ 34, 40. 
i Transfer of Functions. The functions Effective date of transfer of functions, 

f of the Archivist were transferred to the Transfer of functions as effective July 1. 

\ Administrator of General Services by 1040. see note set out under section 471 


section 104(a) of Act June 30, 1949. cited of Title 40. Public Buildings. Property, 
to text. Said section 104(a) is set out as and Works, 
section 301(a) of this title. 

§ 369. Lists and schedules of records lacking preservation value; sub- 
mission to Congress by Administrator of General Services 

The Administrator of General Services shall submit to Congress, at such 
times as he shall deem expedient, the lists or schedules submitted to him. 
in accordance with the provisions of section 3 68 of this title, or parts of 
such lists or schedules, and lists or schedules of any records in his legal 
custody, insofar as it shall appear to him that the records listed in such 
lists or schedules do not, or will not after the lapse of the period speci- 
fied, have sufficient administrative, legal, research, or other value to 
warrant their continued preservation by the. United States Government: 
Provided, That the Administrator of General Services shall not submit to 
Congress lists or schedules of records of any existing agency of the Gov- 
ernment in his legal custody without first having obtained the written 
consent of the head of such agency. 

The Administrator of General Services may also submit to Congress, 
together with recommendations of the National Archives Council with 
respect thereto, and at such times as he may deem expedient, schedules 
proposing the disposal, after the lapse of specified periods of time, of 
records of a specified form or character common to several or all agencies 
that either have accumulated or may accumulate in such agencies and 
that apparently will not, after the lapse of the periods specified, have suf- 
ficient administrative, legal, research, or other value to warrant their 
further preservation by the United States Government. July 7, 1943, c. 
192, § 4 . 5-7 Stat. 381 . amended July 6. 1945, c. 273, § 1(a), 59 Stat. 434; 
June 30,19 49,' c. 588, Title I, § 104, 63 Stat. 381. <_ 

Library references: Records C=n22 ; C.J.S. Records §§ 73, 75, 70. 

1945 Amendment. Act July G, 1945. General Services Administration by sec- 
amended section by adding the second tlon 104(b) of Act June 30. 1040. cited to 
par. text. 

■ Transfer of Functions. The National The functions of the Archivist were 
Archives Council was transferred to the transferred to the Administrator of Uen- 
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PUBLIC PI 


era. Services by section 104(a) of Act 
June 30, 1940, cited to text. Said section 
104 is >et out as section 391 of this title. 

Effective date of transfer of functions. 
Transfer of functions as effective July 1. 
HMD. see note set out under section 47i 
of Title 40. rublic buildings. Property, 
and Works. 

Repeals. Section repealed by Act June 
30. 1949, c. 288. Title VI, § 602(b) (2) as 


renumbered and added by Act Sept. 5, 
1950. c. 849, $ 7(e), 04 Stat. 590. to the ex- 
tent that the provisions of this section 
are inconsistent with chapter 11 of this 
title. 

legislative History: For legislative 
history and purpose of Act June 30. 1949. 
cited to text, see 1949 U.S.Code Cong. 
Service, p. 1475. 


§ 370. Same; examination by joint congressional committee and re- 
port to Congress 

Whenever the Administrator of General Services shall submit lists or 
schedules to Congress, it shall be the duty of the presiding officer of the 
Senate to appoint two Senators who, with the members of the Committee 
on House Administration of the House of Representatives, shall consti- 
tute a joint committee to which all such lists or schedules shall be re- 
ferred, and the joint committee shall examine such lists or schedules 
and submit to the Senate and House of Representatives, respectively, a 
report of such examination and Its recommendations. July 7, 1943, c. 
192, § 5, 57 Stat, 381, amended Aug. 2, 1946, c. 753, Title I, § 121, 60 
Stat. 822:’" June 3U. 1949, c. 288, Title I, § 104(a), 63 Stat. 381. 

Library references: Records ©=322; C.J.S. Records § § 73, 75, 70. 

1040 Amendment. Act Aug. 2, 1940, tlon 104(a) of Act June 30, 1940, cited to 

cited to text, merged the Committee on text. Said section 104(a) ia set out as 
the Distribution of Executive Papers of section 391(a) of this title, 
the House of Representatives into the Effective date of transfer of functions. 
Committee on House Administration of Transfer of functions as effective July 1, 


the House of Representatives. 


1949, see note set out under section 471 


Transfer of Functions. The functions of Title 40, Public Buildings, Property, 
of the Archivist were transferred to the and Works. 

Administrator of General Services by sec- 

§ 371. Same; disposal of records by head of Government agency upon 
notification by Administrator of General Services of action by joint con- 
gressional committee 

If the joint committee reports that any of the records listed in a list 
or schedule referred to it do not, or will not after the lapse of the period 
specified, have sufficient administrative, legal, research, or other value to 
warrant their continued preservation by the Government, the Administra- 
tor of General Services shall notify the agency or agencies having such 
records in their custody of the action of the joint committee and such 
agency or agencies shall cause such records to be disposed of in accord- 
ance with regulations promulgated as provided in section 367 of this title: 
Provided, That authorizations granted pursuant to schedules submitted 
under the last paragraph of section 369 of this title shall be permissive 
and not mandatory. July 7, 1943, c. 192, § 6 . 57 Stat, 381. amended July 
6, 1945, c. 273, § 1(b), 59 Stat. 434; June 30, 1949, c. 288, Title I, § 
104(a), 63 Stat. 381. 

Library references : Records <3=322; C.J S. Records §§ 73, 75, 76. 


1945 Amendment. Act July 6, 1945, 
amended section by omitting “the head 
of” following “shall notify” wherever ap- 
pearing, inserting “or agencies” following 
“the agency” wherever appearing, omit- 
ting “by which the list or schedule was 
submitted” and inserting in lieu there- 
of “having such records in their custo- 
dy”. and by adding proviso. 

Transfer of Functions. The functions 
of the Archivist were transferred to the 
Administrator of General Services by 
section 104(a) of Act June 30. 1949. cited 
to text. Said section 104(a) is set out as 
section 391(a) of this title. 


Effective date of transfer of functions. 
Transfer of functions as effective July 1. 
1049. see note set out under section 471 
of Title 40, Public Buildings, Property, 
and Works. 

Delegation of Authority. General dele- 
gation of authority, see note set out un- 
der section 030 of Title 5, Executive De- 

S artments and Government Officers and 
mployccs. 

Executive Order No. 9784. Ex.Ord.No. 
9784, Sept. 20. 1946, 11 F.R. 10909, formerly 
set out as a note under this section, was 
revoked by Ex.Ord.No. 10561, Sept. . 14. 
1954, 19 F.R. 5903. set out os a note under 
section 632 of Title 5. 


§ 372. Same; disposal of records upon failure of joint congressional 
committee to act 

If the joint committee fails to make a report during any regular or spe- 
cial session of Congress on any list or schedule submitted to Congress by 
the Administrator of General Services not less than ten days prior to the 
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adjournment of such ses 
empower the agency or 
ered by such lists or sc 
in accordance with regul 
this title. July 7, 1943, 
c. 273, § 1(c), 59 Stat. ■ 
Stat. 381. 

Library references: Recori 

1015 Amendment. Act J 
amended section by omitting 
Hie agency wiio submitted 
schedule. to cause the records 
in” and inserting in lien 
agency or * * * cause sue 

Transfer of Functions. 7 
of the Archivist were trans 
Administrator of General Set 

§ 373. Same; dispoi 
authorized 

Whenever it shall appi 
any agency has in its c 
form or character as any 
by Congress to be dispos 
to dispose of such recor 
period of time, in accord 
section 367 of this title 
1943, c. 192, § 8, 57 St 
§ 104(a), 63 Stat. 381. 

Library references: Rccor( 

Transfer of Functions. 7 
of the Archivist were trans 
Administrator of General Set 
tlon )04(al of Act June 3( 
to text. Said section 104(a 
as section 391(a) of tit is title. 

§ 374. Preservation c 
Accounting Office; dispt 
troller General 

Records pertaining to 
United States or against 
of the United States is < 
De disposed of by the he: 
ed pursuant to the prov 
until such claims, demat 
In the General Accountii 
Comptroller General of 
Stat. 382. 

Library references: Recor: 

Transfer of Functions. 7 
of the Archivist were trans 
Administrator of General Set 
tion 104(a) of Act June 30, 
Title 1. 03 Stat. 381. Said < 
is set out as section 301(a) 

KiToctive date of transfer 
Transfer of functions as eff< 

§ 375. Disposal of ro 
erly; report of action b; 

Whenever the Admini 
agency that has custody 
in the custody of any ag 
firming menace to humai 
of General Services shall 
by whatever method he 
tody of the Administrate 
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inured nnd added by Act Sept. 5. 

."49, i 7(e). 04 Stat. 500. to the ex- 
lint. the provisions of tbis section 
consistent with chapter 11 of this 

dative History: For legislative 
i mid purpose of Act June 30. 1049. 
to text. Bee 1040 C.S.Code Cong. 
, r>- 1-175. 


ngressional committee and re- 

Kervices shall submit lists or 
of the presiding officer of the 
the members of the Committee 
’ Representatives, shall consti- 
lists or schedules shall be re- 
amine such lists or schedules 
tepresentatives, respectively, a 
imendations. July 7, 1943, c. 
.946, C. 753, Title 1. § 121, 60 
§ 104(a). 63 Stat. HI. 
nls i; 73, 75, 70. 

04(a) of Act June 30. ,049, cited to 
Said section 104(h) is set out as 
ii 391(a) of this title, 
dive dn to of transfer of functions, 
for of functions as effective July 1, 
....... note set out under section 471 

tie 40. Public Buildings, Property, 
locks. 

ud of Government agency upon 
Services of action by joint con- 

of the records listed in a list 
ot after the lapse of the period 
gal, research, or other value to 
,e Government, the Administra- 
gency or agencies having such 
the joint committee and such 
ds to be disposed of in accord- 
Lded in section 387 of this title: 
rsuant to schedules submitted 
if this title shall be permissive 
j fi, 57 Stat. 381, amended July 
me 30, 1949, c. 288, Title I, § 


li'ds §§ 73, 75, 70. 

■ntivo date of transfer of functions. 

lifer of functions ns effective July 1. 
see note set out under section 471 
Ido 40, Public Buildings. Property. 
Works. , , 

egutioii of Authority. General dele- 
n of authority, see rote set out un- 
scetion 630 of Title 5. Executive De- 
nents and Government Officers and 
I n yens. _ . „ 

ecutivo Order No. 0734. Ex.Ord.No. 
Sept. 26, 1946, 11 F.Il. 10009, formerly 
ut as a note under tliis section, was 
iv'il by Ex. Ord. No. 10561, Sept. 14, 
19 F.Il. 50C3. set out as a note under 
in 632 of Title 5. 

in failure of Joint . >ngrcssional 

(■•port during an) regular or spe- 
icdule submittei. Congress by 
i. less than ten days prior to the 


adjournment of such session, the Administrator of General Services may 
empower the agency or agencies having in their custody records cov- 
ered by such lists or schedules to cause such records to be disposed of 
in accordance with regulations promulgated as provided in section 367 of 
this title. July 7, 1943, c. 192, § 7, 57 Stat. 382, amended July 6. 1945, 
c. 273, § 1(c), 59 Stat. 434; June 30, 1949, c. 288, Title I, § 104(a), 63 
Stat. 381. 

Library references: Records ^322 ; C.J.S. Records §§ 73, 75, 76. 

1945 Amendment. Act July 0, 1943, tlon 104(a) or Act June 30, 1949, cited to 

amended section by omitting "the head of text. Said section 104(a) is set out as 
the agency who submitted the list or section 301(.n) of this title. 


schedule to cause the records listed tlicre- 


Effectlvo date of transfer of functions; 


and inserting in lieu thereof "tile Transfer of. functions as effective July 1 


cause such records”. 


1049. see note set out under section 471 


Transfer of Functions, The functions of Title 40. Fublic Buildings, Property, 
or the Archivist were transferred to the and Works. 

Administrator of General Services by sec- 

§ 373. Same; disposal of similar records where prior disposal was 
authorized 

Whenever it shall appear to the Administrator of General Services that 
any agency has in its custody, or is accumulating, records of the same 
form or character as any records of the same agency previously authorized 
by Congress to be disposed of, he may empower the head of such agency 
to dispose of such records, after they have been in existence a specified 
period of time, in accordance with regulations promulgated as provided in 
section 3 67 of this title and without listing or scheduling them. July 7, 
1943, c. 192, § 8, 67 Stat. 382, amended June 30, 1949, c. 288, Title I, 
§ 104(a), 63 Stat.'SSl. 

Library references: Records C="22 : C.J.S. Records 73, 75, 76. 

Transfer of Functions. The functions Effective date of transfer ot fanotions. 
of the Archivist were transferred to the Transfer of functions ns effective July 1, 
Administrator ot General Services by sec* 1049, see note set out under section 471 
tlon 104(a) of Act June 30, 1949. cited of Title 40. Public Buildings, Property, 
to text. Said section 104(a) Is set out and Works, 
as section 391(a) of this title. 

8 374. Preservation of claims of Government until settled In General 
Accounting Office; disposal authorized upon written approval of Comp- 
troller General 

Records pertaining to claims and demands by the Government of the 
United States or against it, or to any accounts in which the Government 
of the United States is concerned, either as debtor or creditor, shall not 
be disposed of by the head of any agency under any authorizations grant- 
ed pursuant to the provisions of sections 371, 372, and 373 of this title, 
until such claims, demands, and accounts have been settled and adjusted 
in the General Accounting Office, except upon the written approval of the 
Comptroller General of the United States. July 7, 1943, c. 192, g 9, 57 
Stat, 382. 

Library references: Records ©=22; C.J.S. Records §§ 73, 75, 76. 

Transfer of Functions. Tbe functions 1949. see note set out under section 471 
of tbe Archivist were transferred to the of Title 40. Public Buildings. Property, 
Administrator of General Services by sec- and Works. 


Uon 104(a) of Act June 30, 1949. c. 288, 
Title 1. «3 Stat. 381. Said section 104(a) 
is set out as section 391(a) of this title. 

Effective date of transfer of functions. 
Transfer of functions as effective July 1. 


Legislative History: For legislative 
history and purpose of Act June 30, 1949, 
cited to text, see 1949 U.S.Code Cong. 
Service, p. 1473. 


§ 375. Disposal of records constituting menace to health, life, or prop- 
erly; report of action by Administrator of General Services to agency 
. Whenever the Administrator of General Services and the head of the 
agency that has custody of them shall jointly determine that any records 
in the custody of any agency of the United States Government are a con- 
tinuing menace to human health or life or to property, the Administrator 
of General Services shall cause such menace to be eliminated immediately 
by whatever method he may deem necessary. If any records in the cus- 
tody of the Administrator of General Services are disposed of under this 
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section, the Administrator of General Services shall report the disposal 
thereof to the agency from which they were transferred. July 7, 19 43, 
c. 192, § 10, 57 Stat. 382. amended June 30, 1949, c. 288, Title I, § 104 
(a), 63 Stat. 381. 

Library references: Records (3=322; C.J.S. Records §§ 73, 75, 70. 

Effective date of transfer of functions. 
Transfer of functions ns effective July 1 , 
1049. see note set out. under section 471 
of Title 40, Public building-,. Property, 
and Works. 


Transfer of Functions. The functions 
of the Archivist were transferred to the 
Administrator of (lenernl Services by sec- 
tion 104(a) of Act June 30. 1940. cited to 
text. Said section 101(a) is set out as 
section 391(a) of this title. 


§ 370. Destruction of records outside continental United States In 
time of war or when hostile action seems imminent; written report to 
Administrator of General Services 

At any time during the existence of a state of war between the United 
States and any other nation or when hostile action by a foreign power 
appears imminent, the head of any agency of the United Stales Govern- 
ment may authorize the destruction of any records in his legal custody 
situated in any military or naval establishment, ship, or other depository 
outside the territorial limits of continental United States (1) the reten- 
tion of which would be prejudicial to the interests of the United States 
or (2) which occupy space urgently needed for military purposes and 
are, in his opinion, without sufficient administrative, legal, research, or 
other value to warrant their continued preservation: Provided, That 
within six months after the disposal of any such records, the official who 
directed the disposal thereof shall submit a written report thereon to the 
Administrator of General Services in which he shall describe the character 
of such records and state when and where the disposal thereof was accom- 
plished. July 7, 1943, c. 192, § 11, 67 Stat. 382, amended June 30. 1949,. 
c. 288, Title I, 5 104(a), 63 Stat. 38T 

S. Records §§ 73, 75, 70. 

15 I'.K. 9(129, so: out as a note preceding 
suction 1 ot Appendix to Title 50. War 
and National Defense, or such earlier 
date or date.* iu. may he provided for 
hy Congress, hut in no event beyond 
July 1 , 100.'}. Section 7 of said Joint lies. 
July 3. 1052. provided that it should be- 
come effective June 1G. 1952. 

Itcpcal of prior Act* continuing section. 
Section G of Joint lies. July 3. 1952, re- 
pealed Joint lies. Apr. 14. 1952. c. 264, GO 
Stat. 54, as amended hy Joint lies. May 
28. 1952, c. 339. GG Stat. 9G; Joint Res. 
June 14. 1952. c. 437. GO Stat. 137; Joint 
Res. June 30. 1952, c. 520, GG Stat. 290, 
which continued provisions until July 3, 
1952. This repeal shall take effect as of 
June 10, 1952. hy section 7 of said Joint 
Res. July 3, 1052. 


Library references: Records <§=^22 ; C.J 

Transfer of Functions. The functions 
of the Archivist were transferred to the 
Administrator of General Services by sec- 
tion 104(a) of Act June 30, 1949. cited 
to text. Said section 104(a) is set out as 
section 393(a) of this title. 

Effective date of transfer of functions. 
Trunsfer of functions as effective July 1 . 
1949, see note set out under section 471 
of Title 40. Public IJuildings, Property, 
and Works 

Continuation of provisions until July 

1 . 1953. Sectioi. 1(a) (3) of Joint Res. 
July 3, 1952, c. 570, 00 Stat. 331, ns amend- 
ed hy Joint lies Mar. 31, 1953, ch. 13, $ 1, 
07 Stat. 18 provided that this section 
should continue in force until six months 
after the termination of the national 
emergency proclaimed by the President 
on Dec 10, j.950 hy 1950 Proc. No. 2914. 


§ 377. Repealed. Oct. 31, 1951, c. 654, § 1 (117), G5 Stat. 700 

Section. Acts July 7. 1943, c. 192, § 12, Congress, is now covered by section 492: 
57 Stat. 382; July 0, 1945, c. 273. § 1((1), of Title 40, Public Puddings, Property, 
59 Stat. 434. which related to reports to and Works 

§ 378. Photographs or inicrophotographs of records considered as 
originals; certified reproductions admissible as evidence 

Photographs or microphotographs of any records made in compliance 
with regulations promulgated as provided In section 36 7 of this title 
shall have the same force and effect as the originals thereof would have 
and shall be treated as 'originals for the purpose of their admissibility 
in evidence. Duly certified or authenticated reproductions of such photo- 
graphs or microphotographs shall be admitted in evidence equally with, 
the original photographs or micropbotographs. July 7, 1943, c. 192, 5 
13, 57 Stat. 382 . 

Library references: Records C.J.S. Records §§ 38, 40. 

Transfer of Functions. The functions Administrator of General Services by eec- 
of the Archivist were transferred to the tion 104(a) of Act June 30, 1949, c. 288*. 
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Title I. 03 Stat. 381. Said I 
Is set out ns section 391 (n| 
Effective dnto ot transfef 
Transfer of functions as 

§ 370. Moneys fror 
All moneys derived 
records authorized fori 
and 3 7 8-380 of this t| 
States unless otherwise 
July 7, 1043, c. 192, § 

Linrurv references: Tinit| 
Transfer of Functions. 

ot the Archivist were trnj 
Administrator of General f 
tion 104(a) of Act June 
Title I. 03 Stat. 381. Sale 
is set out as section 39Hq 

§ 380. Procedures 
The procedures here 
United States Governd 
cordance with the prtj 
title. July 7, 1943, c. 

Transfer of Functions, 
of the Archivist were traj 
Administrator of General 
tion 104(n) of Act June 
Title I. 03 Stat. 381. Said 
is set out as section 391(1 
Effective date of transf| 
Transfer of functions as 
1949, see note set out ur 
Title 40. I’ublic liuildlnfe'4 
Works. 
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T r,3 Stnt 381 Said section 104(a) 1919. see note set out under soriimi 471 

ht set out os section 301(a) of tills title, of Title 40. Public buildings. Property. 

Effective date of transfer of functions, and Works. 

Transfer of functions as effective July 1, 

g 370. Moneys from sale of records as payable into the Treasury 
[ A1 1 moneys derived by agencies of the Government from the sale or 

i records authorized for disposal under the provisions of sections 3GG-37G, 

1 and 378-380 of this title shall be paid into the Treasury of the United 

States unless otherwise required by existing law applicable to the agency. 
July 7, 1943, c. 192, § 14, 57_SUU;_3S3. — . 

I.ilirnry references: United States <2=33 ; C.J.S. United States 88 ‘ 

- rrv,« fmiMionB Effective <Lat© of transfer of functions. 

Transfer of. > " "?• ® r ,?a to* the Transfer of functions as effective July 1, 

of the Archivist were tranbruirea r note se t ou t under section 201 

Hon i i ?04(n f ) tO o r f O Act e june 30 1949. 0 2S8. of Title 40. Public lUiUOings. Property. 
SfffoT® But §81 . KldVtl ?S| 10»« 8 > and Works, 

is set out as section oJUn) o£ this title. 

8 380. Procedures for disposal of records as exclusive 
The procedures herein prescribed are exclusive and no records of the 
United States Government shall be alienated r or destroy ed «cep, l in ac- 
cordance with the provisions of sections 366-a76 and 3 ,8-380 
title. Tniv 7 1 943. c. 192. § 15 , 57 Stat. 383. 


Transfer of Functions. Tbe functions library references 
of T the Arcbivist were transferred to the h«c<n TtSS-'ds 5 

Administrator of General Services by sec- C.J.S. Records 1 

tion 104(a) of Act June 30. 1949. c. Jbo. j rrlson records 


73, 75, 7G. 


tion 104(a) of Act June 30. 1949. c. 2bo. j rrison records 

Title I. 03 Stnt. 381. Said section 104(a) where prisoner sought to compel At- 
is set out os section 391(a) of this title. orncy General to deliver up to prisoner 

Effective date of transfer of funct ons. £° rta( ' n lcttcrs fr0 m a young lady and 

Transfer of functions as effective July 1, , father contained in Ins prison hie. 
1949? see note set out under section 471 Elions 300 -3S0 of tins title •.providing 
Title 40. Public buildings, Property, and f procedure relnting to disposition. 

Works. safekeeping and destruction »t 8° v “n- 
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lor pruixuiut: »«ini' l »6 v a 

safe-keeping, and destruction of govern- 
ment records were exclusive ana pre- 
cluded relief sought. Dayton v. McGran- 
ery, 1933, 201. F.2d 711. 92 U.S.App.D.C. 
24. y 
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tion: chairman. 
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ments facilitating the use of the collections shall have prece- 
dence over detailed calendars and textual reproductions. 
This Commission shall meet at least once a year, and the 
members shall serve without compensation except repayment 
of expenses actually incurred in attending meetings of the 
Commission. 

Sec. 6. That there is hereby further created a National 
Archives Council composed of the Secretaries of each of the 
executive departments of the Government (or an alternate 
from each department to be named by the Secretary thereof), 
the Chairman of the Senate Committee on the Library, the 
Chairman of the House Committee on the Library, the 
Librarian of Congress, the Secretary of the Smithsonian 
Institution, and the Archivist of the United States. The said 
Council shall define the classes of material which shall be 
transferred to the National Archives Building and establish 
regulations governing such transfer; and shall have power 
to advise the Archivist in respect to regulations governing 
the disposition and use of the archives and records trans- 
ferred to his custody. 

Sec. 6a. Whenever any records the use of which is sub- 
ject to statutory limitations and restrictions are transferred 
to the custody of the Archivist of the United States, permissive 
and restrictive statutory provisions with respect to the exam- 
ination and use of such records applicable to the head of the 
agency having custody of them or to employees of that 
agency shall thereafter likewise be applicable to the Archivist 
of the United States and to the employees of the National 
Archives Establishment respectively. 

Sec. 7. The National Archives may also accept, store, 
and preserve motion-picture films and sound recordings per- 
taining to and illustrative of historical activities of the United 
States, and in connection therewith maintain a projecting 
room for showing such films and reproducing such sound 
recordings for historical purposes and study. 

Sec. 8. That the National Archives shall have an official 
seal which will be judicially noticed. 

The Archivist of the United States may make or repro- 
duce and furnish authenticated or unauthenticated copies of 
any of the documentary, photographic or other archives or 
records in his custody that are not exempt from examination 
as confidential or protected by subsisting copyright, and may 
charge therefor a fee sufficient to cover the cost or expenses 
thereof. All such fees shall be paid into, administered, and 
expended as a part of the National Archives Trust Fund 
created by section 5 of the National Archives Trust Fund 
Board Act. There shall be no charge for the making or 
authentication of such copies or reproductions furnished to 
any department or other agency of the Government for 
official use. When any such copy or reproduction furnished 
under the terms hereof is authenticated by the official seal 


of the National Archives and certified by the Archivist of 
the United States, or in his name attested by the head of any 
office or the chief of any division of the National Archives 
designated by the Archivist with such authority, it shall be 
admitted in evidence equally with the original from which it 
was made. 

Sec. 8a. Any official of the United States Government 
who is authorized to make certifications or determinations on 
the basis of records in his custody is hereby authorized to 
make certifications or determinations on the basis of records 
that have been transferred by him or his predecessors to the 
custody of the Archivist of the United States. 

Sec. 9. That the Archivist shall make to Congress, at the 
beginning of each regular session, a report for the preceding 
fiscal year as to the National Archives, the said report in- 
cluding a detailed statement of all accessions and of all re- 
ceipts and expenditures on account of the said establishment. 
He shall also transmit to Congress the recommendations of 
the Commission on National Historical Publications, and, 
on January 1 of each year, with the approval of the Council, 
a list or description of the papers, documents, and so forth 
(among the archives and records of the Government), which 
appear to have no permanent value or historical interest, 
and which, with the concurrence of the Government agency 
concerned, and subject to the approval of Congress, shall 
be destroyed or otherwise effectively disposed of. 

Sec. 10. That there are hereby authorized such appro- 
priations as may be necessary for the maintenance of the 
National Archives Building and the administration of the 
collections, the expenses, and work of the Commission on 
National Historical Publications, the supply of necessary 
equipment and expenses incidental to the operations afore- 
said, including transfer of records to the Archives Building; 
printing and binding; personal services in the District of 
Columbia and elsewhere; travel and subsistence and per 
diem in lieu of subsistence, notwithstanding the provisions of 
any other Acts; stenographic services by contract or other- 
wise as may be deemed necessary; purchases and exchange 
of books and maps; payment in advance when authorized 
by the Archivist for library memberships in societies whose 
publications are available to members only or to members 
at a price lower than to the general public; purchase, ex- 
change, and operation of motor vehicles; and all absolutely 
necessary contingent expenses, all to be expended under the 
direction of the Archivist, who shall annually submit to 
Congress estimates therefor in the manner prescribed by law. 

Sec. 11. All Acts or parts of Acts relating to the charge 
and superintendency, custody, preservation, and disposition 
of official papers and documents of executive departments 
and other governmental agencies inconsistent with the pro- 
visions of this Act are hereby repealed. 


Records Disposal Act, Approved July 7^,1943, as Amended July 6, 1945 3 

[57 Stat. 380-383; 59 Stat. 434] — 

An Act to provide for the disposal of certain records of the United States Government. 


Be it enacted by the Senate and House of Representatives 
of the United States of America in Congress assembled, That 
when used in this Act, the word “records” includes all books, 
papers, maps, photographs, or other documentary materials, 

* Sections 4, 6, 7, and 12 appear as amended July 6, 1945. 


regardless of physical form or characteristics, made or re- 
ceived by any agency of the United States Government in 
pursuance of Federal law or in connection with the transac- 
tion of public business _,and preserved or appropriate for 
preservation by that agency or its legitimate successor as 
evidence of the organization, functions, policies, decisions, 
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procedures, operations, or other activities of the Govern- 
ment or because of the informational value of data contained 
t tierem. j Library and museum material made or acquired" 
j anti-preserved solely for reference or exhibition purposes 
extra copies of documents preserved only for convenience of 
J reference, and stocks of publications and of processed docu- 
|ments are not included within the definition of the word 
re cords 9 as used in this Act. ^ 

Sec. 2. The National Archives Council shall promulgate 
regulations, not inconsistent with this Act, establishing ( 1 ) 
procedures for the compiling and submitting to the Archivist 
of the United States of lists and schedules of records pro- 
posed for disposal, (2) procedures for the disposal of records 
authorized for disposal, and (3) standards for the reproduc- 
tion of records by photographic or microphotographic proc- 
esses with a view to the disposal of the original records. 
Such regulations, when approved by the President, shall be 
binding on all agencies of the United States Government. 

Sec. 3. The head of each agency of the United States 
Government shall submit to the Archivist of the United 
States,, in accordance with regulations promulgated as pro- 
vided in section 2 of this Act (1) lists of any records in the 
custody of the agency that have been photographed or 
microphotographed in accordance with the said regulations 
and that, as a consequence thereof, do not appear to have 
sufficient value to warrant their further preservation by the 
ovemment; (2) lists of any other records in the custody of 
t e agency that are not needed by it in the transaction of its 
current business and that do not appear to have sufficient 
administrative, legal, research, or other value to warrant 
their further preservation by the Government; and (3) 
schedules proposing the disposal after the lapse of specified 
periods of time of records of a specified form or character 
that either have accumulated in the custody of the agency or 
that may accumulate therein at any time after the submis- 
sion of such schedules and that apparently will not after the 
apse of the period specified have sufficient administrative, 
legal, research, or other value to warrant their further preser- 
vation by the Government. 

Sec. 4. The Archivist shall submit to Congress, at such 
times as he shall deem expedient, the lists or schedules sub- 
mitted to him in accordance with the provisions of section 3 

°Va IS i ACt ; ° r Pam ° f SUCh listS ° r schedules . and lists or 
schedules of any records in his legal custody, insofar as it shall 
appear to him that the records listed in such lists or schedules 
° not, or will not after the lapse of the period specified, have 
sufficient administrative, legal, research, or other value to 
warrant their continued preservation by the United States 
Government: Proved, That the Archivist shall not submit 
to Congress lists or schedules of records of any existing agency 
of the Government in his legal custody without first having 
obtained the written consent of the head of such agency. 

The Archivist may also submit to Congress, together with 
recommendations of the National Archives Council with 
respect thereto, and at such times as he may deem expedient 
schedules proposing the disposal, after the lapse of specified 
periods of time, of records of a specified form or character 
common to several or all agencies that either have accumu- 
lated or may accumulate in such agencies and that apparently 
will not, after the lapse of the periods specified, have suffi- 
cient administrative, legal, research, or other value to warrant 


their further preservation by the United States Government' 
Sec. 5. Whenever the Archivist shall submit lists or sched- 
ules to Congress, it shall be the duty of the presiding officer 
°f the Senate to appoint two Senators who, with the members 
of the Committee on the Disposition of Executive Papers of 
the House of Representatives, shall constitute a joint com- 
mittee to which all such lists or schedules shall be referred, 
and the joint committee shall examine such lists or schedules 
and submit to the Senate and House of Representatives, 
respectively, a report of such examination and its recom- 
mendations. 

Sec. 6. If the joint committee reports that any of the 
records listed in a list or schedule referred to it do not, or will 
not after the lapse of the period specified, have sufficient 
administrative, legal, research, or other value to warrant their 
continued preservation by the Government, the Archivist shall 
notify the agency or agencies having such records in their 
custody of the action of the joint committee and such agency 
or agencies shall cause such records to be disposed of in 
accordance with regulations promulgated as provided in sec- 
tion 2 of this Act: Provided, That authorizations granted 
pursuant to schedules submitted under the last paragraph of 
section 4 of this Act shall be permissive and not mandatory. 

Sec. 7. If the joint committee fails to make a report 
during any regular or special session of Congress on any list 
or schedule submitted to Congress by the Archivist not less 
than ten days prior to the adjournment of such session, the 
Archivist may empower the agency or agencies having in their 
custody records covered by such lists or schedules to cause 
such records to be disposed of in accordance with regulations 
promulgated as provided in section 2 of this Act. 

Sec. 8. Whenever it shall appear to the Archivist that 
ariy agency has in its custody, or is accumulating, records of 
the same form or character as any records of the same agency 
previously authorized by Congress to be disposed of, he may 
empower the head of such agency to dispose of such records, 
after they have been in existence a specified period of time 
m accordance with regulations promulgated as provided in 
section 2 of this Act and without listing or scheduling them. 

Sec. 9. Records pertaining to claims and demands by the 
Government of the United States or against it, or to any 
accounts in which the Government of the United States is 
concerned, cither as debtor or creditor, shall not be disposed 
of by the head of any agency under any authorizations 
granted pursuant to the provisions of sections 6, 7, and 8 of 
this Act, until such claims, demands, and accounts have 
been settled and adjusted in the General Accounting Office 
except upon the written approval of the Comptroller General 
of the United States. 

Sec. 10. Whenever the Archivist and the head of the 
agency that has custody of them shall jointly determine that 
any records m the custody of any agency of the United States 
Government are a continuing menace to human health or life 
or to property, the Archivist shall cause such menace to be 
eliminated immediately by whatever method he may deem 
necessary. If any records in the custody of the Archivist are 
disposed of under this section, the Archivist shall report the 
disposal thereof to the agency from which they were trans- 
ferred. 

Sec. 11. At any time during the existence of a state of 
war between the United States and any other nation or when 
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hostile action by a foreign power appears imminent, the head 
of any agency of the United States government may authorize 
the destruction of any records in his legal custody situated 
in any military or naval establishment, ship, or other deposi- 
tory outside the territorial limits of continental United States 
( 1 ) the retention of which would be prejudicial to the 
interests of the United States or (2) which occupy space 
urgently needed for military purposes and are, in his opinion, 
without sufficient administrative, legal, research, or other 
value to warrant their continued preservation: Provided, 
That within six months after the disposal of any such records, 
the official who directed the disposal thereof shall submit 
a written report thereon to the Archivist in which he shall 
describe the character of such records and state when and 
where the disposal thereof was accomplished. 

Sec. 12. The Archivist shall transmit to Congress at the 
beginning of each regular session reports as to the records 
authorized for disposal under the provisions of section 7 of 
this Act and as to the records disposed of under the pro- 
visions of sections 10 and 11 of this Act. 

Sec. 13. Photographs or microphotographs of any rec- 
ords made in compliance with regulations promulgated as 
provided in section 2 of this Act shall have the same force 


and effect as the originals thereof would have and shall 
be treated as originals for the purpose of their admissibility 
in evidence. Duly certified or authenticated reproductions 
of such photographs or microphotographs shall be admitted 
in evidence equally with the original photographs or micro- 
photographs. 

Sec. 14. All moneys derived by agencies of the Govern- 
ment from the sale of records authorized for disposal under 
the provisions of this Act shall be paid into the Treasury 
of the United States unless otherwise required by existing 
law applicable to the agency. 

Sec. 15. The procedures herein prescribed are exclusive 
and no records of the United States Government shall be 
alienated or destroyed except in accordance with the pro- 
visions of this Act. 

Sec. 16. The Act entitled “An Act to provide for the dis- 
position of certain records of the United States Govern- 
ment”, approved August 5, 1939 (53 Stat. 1219), the Act 
entitled “An Act to provide for the disposition of certain 
photographed records of the United States Government, and 
for other purposes”, approved September 24, 1940 (54 Stat. 
958), and all other Acts or parts of Acts inconsistent with 
the provisions of this Act are hereby repealed. 


Resolution Concerning the Transfer of Records to the National Archives, Adopted by the National Archives 

Council November 9, 1944 


Whereas section 3 of the “Act to establish a National 
Archives of the United States Government and for other 
purposes” (48 Stat. 1122) provides that “All archives or rec- 
ords belonging to the Government of the United States 
(legislative, executive, judicial, and other) shall be under the 
charge and superintendence of the Archivist to this extent: 
He shall have full power to inspect personally or by deputy 
the records of any agency of the United States Government 
whatsoever and wheresoever located, and shall have the full 
cooperation of any and all persons in charge of such records 
in such inspections, and to requisition for transfer to the 
National Archives Establishment such archives, or records 
as the National Archives Council, hereafter provided shall 
approve for such transfer”; 

And whereas section 6 of said act creates the National 
Archives Council and authorizes it to “define the classes of 
material which shall be transferred to the National Archives 
Building and establish regulations governing such transfer”; 
therefore be it 

Resolved, That the Archivist of the United States be and 
he is hereby authorized to requisition for transfer to the 
National Archives any archives or records in the custody of 
any agency of the United States Government (legislative, 
executive, judicial, and other), which fall within any of the 
following classes, viz: 

I. Any archives or records that the head of the agency 
that has the custody of them may offer for transfer to the 
National Archives. 

XI. Any archives or records that have been in existence for 
more than fifty years unless the head of the agency that has 


the custody of them certifies in writing to the Archivist that 
they must be retained in his custody for use in the conduct 
of the regular current business of the said agency. 

III. Any archives or records of any Federal agency that 
has gone out of existence unless the head of the agency that 
has the custody of them certifies in writing to the Archivist 
that they must be retained in his custody for use in perform- 
ing transferred functions of the discontinued agency or in 
liquidating its affairs. 

IV. Any other archives or records that the National 
Archives Council by special resolution may authorize to be 
transferred to the National Archives. 

Resolved further, ( 1 ) That when the Archivist shall issue 
his requisition for any archives or records he shall furnish to 
a duly authorized representative of the agency that has the 
custody of them an inventory of the material covered by such 
requisition; (2) That when, and not until, this inventory 
shall have been certified to by the signatures of the repre- 
sentatives of said agency and of the Archivist, respectively, 
and the said archives or records shall have been delivered by 
the representative of the said agency to the representative of 
the Archivist either at the depository in which they are stored 
or at a depository under the control of the Archivist, the said 
archives or records shall pass into the legal custody of the 
Archivist of the United States; Provided , That records of the 
Federal Government that are not in the legal custody of any 
other agency of the Government shall be deemed to be in the 
legal custody of the Archivist and may be transferred by him 
to a depository under his control without the formalities of 
issuing a requisition or delivering an inventory. 


Regulations of the National Archives Council, Adopted July 29, 1949 


Whereas Sec. 2 of “An Act to provide for the disposal of 
certain records of the United States Government” approved 
July 7, 1943, as amended by the Act approved July 6, 1945 


(57 Stat. 380-383, 59 Stat. 434; 44 U. S. C. 366-380), 
requires that the National Archives Council promulgate 
regulations not inconsistent with the provisions of the said 
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THE DISPOSITION OF GOVERNMENT PAPERS IS 
THE GREATEST MASS PAPER JOB IN HISTORY 
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THE SOLUTION: A RECORDS DISPOSITION PROGRAM 
WHAT IS RECORDS DISPOSITION? 

It is an approved systematic plan to establish effective con- 
trol over the disposition of official records. 

The primary objectives of the program are: 

...... -to assure the preservation of important policies 

and de c i s i on s 

--to develop uniform schedules for the orderly re- 
tirement or disposal of noncurrent and valueless 
records . 
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WHAT BENEFITS DOES A RECORDS DISPOSITION PROGRAM OFFER IN 
THIS AGENCY? 

Recent experience in a records disposition survey conducted 
by the Records Management Staff in one of the major offices 
of this Agency show, as illustrated, that an office without 
a records disposition program can expect big initial savings 
by beginning a comprehensive disposition program- 


Total Records Holdings 
were 20,174 linear feet 


Filing Equipment valued 
at $347,828.00 




5% or 1,009 linear feet of 
records were evaluated as 
permanent and scheduled for 
eventual transfer to perma- 
nent storage 
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DESTROYED 10 PERCENT 


WHAT ARE THE CONTINUING BENEFITS OF A RECORDS DISPOSITION 
PROGRAM? 

If an office continues to maintain an effective records dis- 
position program, it will obtain large savings by: 

destruction of a minimum of 10% of their records 

annually , 

retirement of a minimum of 10% of their records 

annually to the Records Center. 
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THESE BENEFITS CAN BE CONVERTED INTO MONEY SAVINGS 

For every cubic foot of records that this Agency can dispose 
of, on the spot, space and equipment with an estimated replace 
ment value of $32.10 can be released. For every cubic foot of 
records that this Agency can transfer to cheap storage, such 
as the Agency Records Center, there is a net savings of $30.80 
in space and equipment released. 


FILE SAFE CABINETS RELEASED 


sai 


I 


RETIRED 


SPACE RELEASED 




SUGAR 

BAG 


ikML 






ON THE SPOT 
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HOW TO INITIATE A RECORDS PROGRAM IN YOUR OFFICE 

The following illustrations show the major steps to be taken 
in order to initiate and carry out an effective records dis- 
position program: 

I. REQUEST PROGRAM GUIDANCE AND ASSIGN RESPONSIBILITIES 


THE RECORDS MANAGEMENT 
DIVISION WILL GLADLY 
FURNISH GUIDANCE AND 
ASSISTANCE IN INSTALLING 
YOUR RECORDS 
DISPOSITION PROGRAM . 


MR. JONES YOU 
ARE NOW OUR 
RECORDS OFFICER / 


C/ 






■■His 

hhbbb 

MBHllli 
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III. ANALYZE AND EVALUATE THE INVENTORY 

Specific factors are to be considered in evaluating and ap- 
praising records for disposition- 

- -RECORDS- -- include documentary 
materials appropriate for pres- 
ervation for their evidential 
or informational value. They 
reflect the organization, func- 
tions, policies, decisions, 
procedures, operations or other 
activities of the Agency. 

-- NONRECORD- -- ma t er ial s main- 
tained solely for purposes of 
reference. 


IV. PREPARE RECORD CONTROL SCHEDULES 

The schedules are prepared from the survey work sheets after 
careful analysis of each record series inventoried. 



- 9 - 
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V. SECURE AUTHORITY FOR SCHEDULES 


r 



AREA RECORDS OFFICER 


p^AGEMENT 



Si NATIONAL 
£& ARCHIVES 


RECORDS 

MANAGEMENT 

DIVISION 


CONGRESS 

(joint Committee On Disposition Of Executive Papers) 


VI. REVIEW RECORD CONTROL SCHEDULES ANNUALLY 
Review the inventory sheets annually to assure that 


--all files have been inven- 
toried 

--all files have been scheduled 

--the inventory sheets reflect 
the latest information regard- 


--the contents and growth of 
the files 
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RECORDS DISPOSITION SURVEY AND SCHEDULING 

1. Definition - Records disposition is an organized program that provides 

for the systematic removal of inactive records from office space and 

their preservation or elimination in accordance with prescribed 

policies, procedures and legal authorities. 

2. Objectives 

a. The economical and systematic preservation and disposition of 
records according to Federal statutes and regulations and Agency 
policies. 

b. Release office space and filing equipment no longer needed. 

3. Method of Accomplishment 

a. Conduct records disposition survey; obtain background information 
regarding the organizational structure, functions, and missions, 
and the flow of work within and between offices concerned. 

b. Conduct the inventory and record on Form 138, Survey Work Sheet, 
data needed to determine retention and disposal dates. 

c. Evaluate records for administrative, legal, fiscal, and historical 
values. 

d. Develop records control schedules to provide for the disposition 
of record and nonrecord material by either permanent preservation, 
microfilming, destruction, or transfer to Archives and Records 
Center. 

e. Obtain approval of schedules from operating officials and the 
Agency Records Administration Staff. 

f. Maintain records control schedules up to date to reflect changes 
in organization. 
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g. Conduct periodic follow-up to insure that the disposition of 
records is being effected in accordance with schedules. 

h. Distribute records control schedules to operating offices. 

4. Procedure 

a. Conduct records disposition survey: 

1. obtain background information regarding organizational structure, 
functions, and missions. 

a. Agency Regulations & Notices 

b. office Regulations or Instructions and Notices. 

c. Organization charts 

d. Previous Studies 

e. Discuss the records with the operating officials. 

2. Secure procedures for information regarding the flow of work 
within and between offices concerned. 

b. Conduct the inventory and record on Form 138, Survey Work Sheet, 
data needed to determine retention and disposal dates. 

1. Date: The date the inventory or survey is made. 

2. Directorate, Office, Division, Branch, and Section maintaining 
the files. 

3. Location of Files: Room number and Building. 

4. Name of File: Use title shown On Records Control Schedule, 

If not schedules, be descriptive in naming the 
file being reviewed. 

5. Custodian: Enter name of person responsible for the files. 

6. Description: Enter Records Schedule and item number. If new or 

non-scheduled series give description of type and 
use of records in the file. 
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7. Arrangement of Records Series: Alphabetic by subject, numerical 

by case number, chronological, etc. 

8. Dates: Enter years only of oldest and most recent documents 

in the file. 

9. Size: Check appropriate box and enter linear feet of records. 

(See table to convert linear to cubic feet of various 
records.) (Measurements should be as simple as possible; 
figures rounded to the nearest half-foot are adequate.) 

10. Equipment: Check appropriate box or enter under Other and 

describe in Remarks. 

11. Remarks: Use for safe numbers, details about equipment, or 

other notes and explanatory information, 
c. Evaluate records for Administrative, legal, fiscal, and historical 
values. In evaluating records one of the first things we want to 
do is to become familiar with the General Services Administration's 
General schedules. There are twenty (20) of these schedules and 
they cover a large segment of records. These schedules describe 
the records and show the authorized disposition authority, 
a. Four Bases for Evaluating Records 

What is the worth of a particular file or a group of records: 

How do we evaluate them. 

In evaluating records you are placing them on a scale of future 

use. The weights on the scale represent the four types of 

conceivable values which records may have-- legal value , 

which may involve long or short term rights of the Government 

or of private citizens, enforceable by the courts; admi ni strati ve 

value , which involves program use to the agency in carrying on 
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PUBLIC PRINTING AND DOCUMENTS S 0^.0 

§ 326. Meaning of folio 

The term folio shall mean ope hundred words, counting each figure 
as a word. When there are over fifty and under one hundred words, they 
shall be counted as one folio; but a less number than fifty words shall 
not be counted, except when the whole statute, notice, or order contains 
less than fifty words. R.S. § 86 4. 


Index to Notes 


Computation 1 
Separate papers 2 
Undue prolixity 8 


Library references 
Newspapers <>=>5(2). 

C.,T.S. Newspapers § 20. 

1. Computation J .. 

When the number of words is less than 
a hundred they are counted a folio, and 
such entry being in fact a record, the 
clerk is entitled to ten cents for filing 
and fifteen cents for the record entry in 
the calendar. Amy v Shelby County, C. 
C.Teim.1872. 1 Flipp. 104. 1 Fed.Cas.No. 
345. 

2. Separate papers 

In making up a record, a cjprk must 
count the folios of the record as though 
of one instrument continuously from be- 
ginning to end. and not treat each docu- 
ment, judgment, order, and direction of 
the court as a separate instrument and 
he is entitled to charge fifteen cents per 
folio for the record made up in this man- 
“r only. U. S. v. Kuril, Ct.Cl.1890, 17 
s.Ct. 15, 1G4 U.S. 49, 41 L.Ed. 340, over- 
ruling Erwin v. U. S.. 1889, 37 K 470, 2 
L.R.A. 229. ^ 

In determining the number of folios in 
a final record each separate and distinct 
order, notice, *>r other paper is to be 
counted separately, according to the rule 
prescribed in this section, and the ag- 
gregate of the folios so found Is the 
number of folios in the record Erwin v. 
0 S., D.C.Ga.1889. 37 V. 4,0. 492. 2 L.R. 
A. 229. , , . , 

Where the journal entries in criminal 
cases are made up in pursuance of an 
/order of court requiring the proceedings 
to be entered, not In the form of a mere 


recital, but each order, motion, and pro- * 
ceeding in u paragraph separate from 
others under the same caption, the clerk 
is entitled to charge 15 cents for each 
of said separate orders, motions, etc., al- 
though they may relate to the same case, 
and be entered under the same caption; 
Marsh v. U. 8.. D.C.Fla.1898, 88 F. 879, 
reversed on other grounds, C.C.A.1899, 02 
F. 689, and C.C.A.1901, 106 F. 474. 

In an action by the clerk against the 
United States to recover fees charged for 
record entries made in criminal cases, 
which have been disallowed by the treas- 
ury department, the clerk’s accounts, 
which were presented to and approved 
by the court, are prima facie evidence of 
the correctness of the items therein con- 
tained, and the plaintifT is not required 
to prove that each separate entry for 
which a charge is made therein, wnlcn 
purports to relate to a separate and dis- 
tinct transaction, does In fact relate to 
such a transaction, so as to entitle him 
to charge for the same as a folio, under 
this section, and especially where the 
statements of disallowances by the audi- 
tor do not disclose what particular items 
are objected to. nor any principle upon 
which the disallowances were made. 
Marsh v. U. S-. D C.Fla.1901 109 F 236. 

When an original entry of an order la 
mu lie though less than a folio. It la 
chargeable as a folio, each entry of a 
kind standing by itself distinct from all 
others. Cavender v. Cavender, C.C.Mo. 
1882. 10 F. 828. 

3. Undue prolixity .... . _ , 

A commissioner is entitled to fees by 
the folio for drawing orders, to the full 
number of folios employed, in the ab- 
sence of proof that these papers were 
unnecessarily prolix. L-Iirschbeck v. U. 
S.. D.C.N.Y.1894, 63 F. 949. 


/ //4 (J.S.C. f 

CHAPTER 10 .— DISPOSITION OF RECORDS [NEW] 


-iily fees and 
, between par- 
court <•£ cq- 
„w out of fund 
•rship suit such 
;.a justice, and 
■ vntou v. Gault, 

: tired by 1® W 
include all 
■uted by the 
officers, un- 
„ to the gen- 
■nartment oi 
Gen. 150. 


365. Repealed. 

Definition of records. t , . 

Regulations by National Archives 
Council covering lists of records 
for disposal, procedure for dis- 
posal, and standards for repro- 
duction ; approval by President. 

Lists and schedules of records to 
be submitted to Administrator of 
General Services by head of each 
Government agency. 

Lists and schedules of records lack- 
ing preservation value; submis- 
sion to Congress by Administra- 
tor of General Services. 

Same; examination by joint con- 
gressional committee and report 
to Congress. 

. Same: disposal of records by head 
of Government agency upon noti- 
fication by Administrator of Gen- 
eral Services of action by joint 
congressional committee. 

. Same: disposal of records upon 
failure of joint congressional com- 
mittee to act. 


Same; disposal of similar records 
where prior disposal was author- 
ized. 

Preservation of claims of Govern- 
ment until settled in General Ac- 
counting Ofiice ; disposal author- 
ized upon written approval of 
Comptroller General. 

Disposal of records constituting 
menace to health, life, or proper- 
ty; report of action by Admin- 
istrator of General Services to 
agency. 

Destruction of records outside con- 
tinental United States in time of 
war or when hostile action seems 
imminent; written report to Ad- 
ministrator of General Services. 

[New; Repealed 1. 

Photographs or mlcrophot.ogntpba 
of records considered ns orig- 
inals ; certified reproduction's ad- 
missible as evidence. 

Moneys from sale of ' records as 
payable into the Treasury. 

Procedures for disposal of records 
as exclusive. . 
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§§ 351-350. 

Sections were 
. 4SI. §§ 1-0, 


Repealed July 7, 1043, c. 192, § 16, 57 Stat. 883. 

1912, c. 179, 50 


from Act Aug. 5, 1939, 
53 Stat. 1219, 1220, as 


ainemlcd by Act Mar. 13, 
Stat. 170. 


PUBLIC PRIN 


renumbered and added by Ad 
1950. c. 849, 5 7(e). 04 Stat. 590, 
tent that the provisions of tb 
are inconsistent with chapter ' 
title. 


§ 357. Repealed. Mar. 13, 1042, c. 170, 50 Stat. 171. ! 

Section was from Act Aug. 5, 1939, c. pealing Act of Mar. 13, 1042, and constl* f 

481, 5 7. 53 Stat. 1220. Section 8 of that tutes section 358 of this title. j 

Act was renumbered 7 thereof by the re- 

g§ 358—303. Repealed. July 7, 1043, c. 102, § 10, 57 Stat. 383. 

Sections 358-361 were from Act Aug. 6, Sections 302, 303, were from Act Sept 
1939, c. 181, 55 7-10, 03 Stat. 1220, 1221, 24. 1940, C. 727. It t. 2. 04 Stat 058, 050. 
said sections 7-10 as so renumbered by 1 

Act Mar. 13. 1942. c, 179, 50 Stat 171 '• 

§ 304. Repealed. Oct. 25, 1051, c. 502, § 1 (27), 05 Stat. 030 | 

Section, Act June 27, 1912, c. 450, 5 1, provisions were contained in Act . Apr. 5, • 

iiO Stat. 411. which related t.o disposal of 1941. c. 40, g 1. 55 Stat. 112. which was . 

redeemed food stamps issued by Surplus repealed by section 1(20) of Act Oct. 25. i 

Marketing Administration, is now covered 1051. c.' 502. 5 1(20). 05 Stat. 039. ! 

by sections 300-380 of ‘liis title. Similar 

§ 305. Repealed. Oct. 25, 1051, c. 502, § 1 (28), Go Stat. 030 

Section, Act Oct. 20. 1942, c. 029, Title Defense or War Savings stamps, is now : 

IT, 50 Stat.. J000, which related to dis- covered by sections 3C(L3S0 of this title. ; 

position of redeemed, canceled, or spoiled 

i 

§ 300. Definition of records 

When used in sections 366— 37G and 378—380 of this title, the word 
“records” includes all books, papers, maps, photographs, or other docu- 
mentary materials, regardless of physical form or characteristics, made or 
received by any agency of the United States Government in pursuance of 
Federal law or in connection with the transaction oi public business and 
preserved or appropriate for preservation by that agency or its legitimate 
successor as evidence of the organization, functions, policies, decisions, 
procedures, operations, or other activities of the Government or because of 
the informational value of data contained therein. Library and museum 
material made or acquired and preserved solely for reference or exhibition 
purposes, extra copies of documents preserved only for convenience of 
reference, and stocks of publications and of processed documents are not 
included within the definition of the word "records” as used in sections . 
366-376 and 378-380 of this title. July 7, 1943. c. 192, § 1, 57 Stat. 380. 
Library references: Records ©=>13; C..T.S. Records §§ 34, 40. 

Kcpciil of tttws inconsistent with coo- to text, provided : “All other Acts 01 
lions 860-380. In addition to repealing parts of Acts inconsistent with the pro- 
former sections 351-350, 358-303 of this visions of this Act [sections 300-370 and 
title, section 10 of Act July 7. 1943. cited 37S-3S0 of this title] are hereby repealed.” 

§ 3C7. Regulations by National Archives Council covering lists of 
records for disposal, procedure for disposal, and standards for reproduc- 
tion; approval by president 

The National Archives Council shall promulgate regulations, not in- 
consistent with sections 366-376 and 378-380 of this title, establishing 

(1) procedures for the compiling and submitting to the Administrator of 
General Services of lists and schedules of records proposed for disposal, 

(2) procedures for the disposal of records authorized lor disposal, and (3) 
standards for the reproduction of records by photographic or microphoto- 
graphic processes with a view to the disposal of the original records. 
Such regulations, when approved by the President, shall be binding on all 
agencies of the United States Government. July 7, 1943, c. 192, § 2,i7 
Stat. 3 81. amended June 30, 1949, c. 288, Title I, § 104, 63 Stat. 381. ^ i 

roforcnccs: Records <©=13; C.J.S. Records §§ 34, 40. ' 

Transfer of Functions. The National June 30, 1949, cited to text. Said section j 
Archives Council was transferred to the 104 Is set out ns section 391 of this title. [ 
General Services Administration by sec- Effective date of transfer of functions. , i 
tion 104(b) of Act June 30, 1949, cited to Transfer of functions as effective July 1. | 

text. 1949, see note set out under section 201 of ' j 

The functions of the Archivist were Title 41. Public Contracts. • ' . I 

transferred to the Administrator of Gen- Repeals. Section repealed by Act June i 
eral Services by section l(M(a) of Act 30, 1949, c. 288, Title VI, 5 002(b) (2) as . ■ 

68 f 


§ 368. Lists and schedu 
tor of General Services by I 
The head of each agency 
to the Administrator of Ge; 
promulgated as provided In 
ords In the custody of the t 
photographed in accordance 
sequence thereof, do not ap 
further preservation by the 
In the custody of the agenc 
of its current, business and 
trative, iegal, research, or c 
tion by the Government; a 
the lapse of specified perlo 
character that either have 
that may accumulate there 
schedules and that apparent 
fled have- sufficient administ 
rant their further preserva 
192, § 3. 57 Stat. 381, amei 
63 Stat. 381. 

Library references : Records© 
Transfer „f Function;. -The- 
of the Archivist were tranBferrc 
Administrator of General Ser 
section 104(a) of Act June 30, 1 
to text. Said section 104(a) is s 
section 391(a) of this title. 

i 

§ 300. Lists and schednl 
mission to Congress by Admi 
The Administrator of Gen 
times as he shall deem expe 
in accordance with the prov 
such lists or schedules, and 
custody, insofar as it shall 
lists or schedules do not, oi 
fled, have sufficient admini 
warrant their continued pre 
Provided, That the Administ 
Congress lists or schedules 
eminent in his legal custoc 
consent of the head of such ; 

The Administrator of Gei 
together with recommendat 
respect thereto, and at such 
proposing the disposal, afte 
records of a specified form o 
that either have accumulat 
that apparently will not, aft( 
licient administrative, legal 
further preservation by the 
192, § 4, 57 Stat. 381, amem 
June 30, 1949, c. 288, Title 1 
Library references: Records © 
J9I5 Amendment. Act July 
amended section by adding tin 
par. “ 

Transfer of Functions. The 
archives Council was transferre: 


f 
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( 

renumbered and added by Act Sept. S. Legislative History: For legislative 
| 1050, c, 840, i 7(e), 64 Stat. 590, to the ex- history and purpose of Act June 30 1919 

' tent that the provisions of this section cited to text, sec 1049 U.S.Code Cone’ 

H arc inconsistent with chapter 11 of this Service, p. 1475. 

f title. 

§ 308. Lists and schedules of records to be submitted to Administra- 
tor of General Services by head of each Government agency 

i The head of each agency of the United States Government shall submit 

to the Administrator of General Services, in accordance with regulations 
promulgated as provided in section 367 of this title (1) lists of any rec- 
ords in the custody of the agency that have been photographed or micro- 
photographed in accordance with the said regulations and that, as a con- 
sequence thereof, do not appear to have sufficient value to warrant their 
1 further preservation by the Government; (2) lists of any other records 

‘ in the custody of the agency that are not needed by it in the transaction 

of its current business and that do not appear to have sufficient adminis- 
trative, legal, research, or other value to warrant their further preserva- 
tion by the Government; and (3) schedules proposing the disposal after 
the lapse of specified periods of time of records of a specified form or 
character that either have accumulated in the custody of the agency or 
that may accumulate therein at any time after the submission of such 
schedules and that apparently will not after the lapse of the period speci- 
fied have sufficient administrative, legal, research, or other value to war- 
rant their further preservation by the Government. July 7, 1943, c. 

! 192, § 3, 57 Stat. 381, amended June 30, 1949, c. 288, Title I, § 104(a), 

63 Stat. 3 « 1 . ™“" 

k V 

^Library references: Records <>=>13; C.J.S. Records §§ 34, 40. 
i Transfer of Functions. The functions Effective date of transfer of functions, 

f of the Archivist were transferred to the Transfer of functions as effective July 1. 

\ Administrator of General Services by 1040. see note set out under section 471 


section 104(a) of Act June 30, 1949. cited of Title 40. Public Buildings. Property, 
to text. Said section 104(a) is set out as and Works, 
section 301(a) of this title. 

§ 369. Lists and schedules of records lacking preservation value; sub- 
mission to Congress by Administrator of General Services 

The Administrator of General Services shall submit to Congress, at such 
times as he shall deem expedient, the lists or schedules submitted to him. 
in accordance with the provisions of section 3 68 of this title, or parts of 
such lists or schedules, and lists or schedules of any records in his legal 
custody, insofar as it shall appear to him that the records listed in such 
lists or schedules do not, or will not after the lapse of the period speci- 
fied, have sufficient administrative, legal, research, or other value to 
warrant their continued preservation by the. United States Government: 
Provided, That the Administrator of General Services shall not submit to 
Congress lists or schedules of records of any existing agency of the Gov- 
ernment in his legal custody without first having obtained the written 
consent of the head of such agency. 

The Administrator of General Services may also submit to Congress, 
together with recommendations of the National Archives Council with 
respect thereto, and at such times as he may deem expedient, schedules 
proposing the disposal, after the lapse of specified periods of time, of 
records of a specified form or character common to several or all agencies 
that either have accumulated or may accumulate in such agencies and 
that apparently will not, after the lapse of the periods specified, have suf- 
ficient administrative, legal, research, or other value to warrant their 
further preservation by the United States Government. July 7, 1943, c. 
192, § 4 . 5-7 Stat. 381 . amended July 6. 1945, c. 273, § 1(a), 59 Stat. 434; 
June 30,19 49,' c. 588, Title I, § 104, 63 Stat. 381. <_ 

Library references: Records C=n22 ; C.J.S. Records §§ 73, 75, 70. 

1945 Amendment. Act July G, 1945. General Services Administration by sec- 
amended section by adding the second tlon 104(b) of Act June 30. 1040. cited to 
par. text. 

■ Transfer of Functions. The National The functions of the Archivist were 
Archives Council was transferred to the transferred to the Administrator of Uen- 
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PUBLIC PI 


era. Services by section 104(a) of Act 
June 30, 1940, cited to text. Said section 
104 is >et out as section 391 of this title. 

Effective date of transfer of functions. 
Transfer of functions as effective July 1. 
HMD. see note set out under section 47i 
of Title 40. rublic buildings. Property, 
and Works. 

Repeals. Section repealed by Act June 
30. 1949, c. 288. Title VI, § 602(b) (2) as 


renumbered and added by Act Sept. 5, 
1950. c. 849, $ 7(e), 04 Stat. 590. to the ex- 
tent that the provisions of this section 
are inconsistent with chapter 11 of this 
title. 

legislative History: For legislative 
history and purpose of Act June 30. 1949. 
cited to text, see 1949 U.S.Code Cong. 
Service, p. 1475. 


§ 370. Same; examination by joint congressional committee and re- 
port to Congress 

Whenever the Administrator of General Services shall submit lists or 
schedules to Congress, it shall be the duty of the presiding officer of the 
Senate to appoint two Senators who, with the members of the Committee 
on House Administration of the House of Representatives, shall consti- 
tute a joint committee to which all such lists or schedules shall be re- 
ferred, and the joint committee shall examine such lists or schedules 
and submit to the Senate and House of Representatives, respectively, a 
report of such examination and Its recommendations. July 7, 1943, c. 
192, § 5, 57 Stat, 381, amended Aug. 2, 1946, c. 753, Title I, § 121, 60 
Stat. 822:’" June 3U. 1949, c. 288, Title I, § 104(a), 63 Stat. 381. 

Library references: Records ©=322; C.J.S. Records § § 73, 75, 70. 

1040 Amendment. Act Aug. 2, 1940, tlon 104(a) of Act June 30, 1940, cited to 

cited to text, merged the Committee on text. Said section 104(a) ia set out as 
the Distribution of Executive Papers of section 391(a) of this title, 
the House of Representatives into the Effective date of transfer of functions. 
Committee on House Administration of Transfer of functions as effective July 1, 


the House of Representatives. 


1949, see note set out under section 471 


Transfer of Functions. The functions of Title 40, Public Buildings, Property, 
of the Archivist were transferred to the and Works. 

Administrator of General Services by sec- 

§ 371. Same; disposal of records by head of Government agency upon 
notification by Administrator of General Services of action by joint con- 
gressional committee 

If the joint committee reports that any of the records listed in a list 
or schedule referred to it do not, or will not after the lapse of the period 
specified, have sufficient administrative, legal, research, or other value to 
warrant their continued preservation by the Government, the Administra- 
tor of General Services shall notify the agency or agencies having such 
records in their custody of the action of the joint committee and such 
agency or agencies shall cause such records to be disposed of in accord- 
ance with regulations promulgated as provided in section 367 of this title: 
Provided, That authorizations granted pursuant to schedules submitted 
under the last paragraph of section 369 of this title shall be permissive 
and not mandatory. July 7, 1943, c. 192, § 6 . 57 Stat, 381. amended July 
6, 1945, c. 273, § 1(b), 59 Stat. 434; June 30, 1949, c. 288, Title I, § 
104(a), 63 Stat. 381. 

Library references : Records <3=322; C.J S. Records §§ 73, 75, 76. 


1945 Amendment. Act July 6, 1945, 
amended section by omitting “the head 
of” following “shall notify” wherever ap- 
pearing, inserting “or agencies” following 
“the agency” wherever appearing, omit- 
ting “by which the list or schedule was 
submitted” and inserting in lieu there- 
of “having such records in their custo- 
dy”. and by adding proviso. 

Transfer of Functions. The functions 
of the Archivist were transferred to the 
Administrator of General Services by 
section 104(a) of Act June 30. 1949. cited 
to text. Said section 104(a) is set out as 
section 391(a) of this title. 


Effective date of transfer of functions. 
Transfer of functions as effective July 1. 
1049. see note set out under section 471 
of Title 40, Public Buildings, Property, 
and Works. 

Delegation of Authority. General dele- 
gation of authority, see note set out un- 
der section 030 of Title 5, Executive De- 

S artments and Government Officers and 
mployccs. 

Executive Order No. 9784. Ex.Ord.No. 
9784, Sept. 20. 1946, 11 F.R. 10909, formerly 
set out as a note under this section, was 
revoked by Ex.Ord.No. 10561, Sept. . 14. 
1954, 19 F.R. 5903. set out os a note under 
section 632 of Title 5. 


§ 372. Same; disposal of records upon failure of joint congressional 
committee to act 

If the joint committee fails to make a report during any regular or spe- 
cial session of Congress on any list or schedule submitted to Congress by 
the Administrator of General Services not less than ten days prior to the 

70 


adjournment of such ses 
empower the agency or 
ered by such lists or sc 
in accordance with regul 
this title. July 7, 1943, 
c. 273, § 1(c), 59 Stat. ■ 
Stat. 381. 

Library references: Recori 

1015 Amendment. Act J 
amended section by omitting 
Hie agency wiio submitted 
schedule. to cause the records 
in” and inserting in lien 
agency or * * * cause sue 

Transfer of Functions. 7 
of the Archivist were trans 
Administrator of General Set 

§ 373. Same; dispoi 
authorized 

Whenever it shall appi 
any agency has in its c 
form or character as any 
by Congress to be dispos 
to dispose of such recor 
period of time, in accord 
section 367 of this title 
1943, c. 192, § 8, 57 St 
§ 104(a), 63 Stat. 381. 

Library references: Rccor( 

Transfer of Functions. 7 
of the Archivist were trans 
Administrator of General Set 
tlon )04(al of Act June 3( 
to text. Said section 104(a 
as section 391(a) of tit is title. 

§ 374. Preservation c 
Accounting Office; dispt 
troller General 

Records pertaining to 
United States or against 
of the United States is < 
De disposed of by the he: 
ed pursuant to the prov 
until such claims, demat 
In the General Accountii 
Comptroller General of 
Stat. 382. 

Library references: Recor: 

Transfer of Functions. 7 
of the Archivist were trans 
Administrator of General Set 
tion 104(a) of Act June 30, 
Title 1. 03 Stat. 381. Said < 
is set out as section 301(a) 

KiToctive date of transfer 
Transfer of functions as eff< 

§ 375. Disposal of ro 
erly; report of action b; 

Whenever the Admini 
agency that has custody 
in the custody of any ag 
firming menace to humai 
of General Services shall 
by whatever method he 
tody of the Administrate 
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inured nnd added by Act Sept. 5. 

."49, i 7(e). 04 Stat. 500. to the ex- 
lint. the provisions of tbis section 
consistent with chapter 11 of this 

dative History: For legislative 
i mid purpose of Act June 30. 1049. 
to text. Bee 1040 C.S.Code Cong. 
, r>- 1-175. 


ngressional committee and re- 

Kervices shall submit lists or 
of the presiding officer of the 
the members of the Committee 
’ Representatives, shall consti- 
lists or schedules shall be re- 
amine such lists or schedules 
tepresentatives, respectively, a 
imendations. July 7, 1943, c. 
.946, C. 753, Title 1. § 121, 60 
§ 104(a). 63 Stat. HI. 
nls i; 73, 75, 70. 

04(a) of Act June 30. ,049, cited to 
Said section 104(h) is set out as 
ii 391(a) of this title, 
dive dn to of transfer of functions, 
for of functions as effective July 1, 
....... note set out under section 471 

tie 40. Public Buildings, Property, 
locks. 

ud of Government agency upon 
Services of action by joint con- 

of the records listed in a list 
ot after the lapse of the period 
gal, research, or other value to 
,e Government, the Administra- 
gency or agencies having such 
the joint committee and such 
ds to be disposed of in accord- 
Lded in section 387 of this title: 
rsuant to schedules submitted 
if this title shall be permissive 
j fi, 57 Stat. 381, amended July 
me 30, 1949, c. 288, Title I, § 


li'ds §§ 73, 75, 70. 

■ntivo date of transfer of functions. 

lifer of functions ns effective July 1. 
see note set out under section 471 
Ido 40, Public Buildings. Property. 
Works. , , 

egutioii of Authority. General dele- 
n of authority, see rote set out un- 
scetion 630 of Title 5. Executive De- 
nents and Government Officers and 
I n yens. _ . „ 

ecutivo Order No. 0734. Ex.Ord.No. 
Sept. 26, 1946, 11 F.Il. 10009, formerly 
ut as a note under tliis section, was 
iv'il by Ex. Ord. No. 10561, Sept. 14, 
19 F.Il. 50C3. set out as a note under 
in 632 of Title 5. 

in failure of Joint . >ngrcssional 

(■•port during an) regular or spe- 
icdule submittei. Congress by 
i. less than ten days prior to the 


adjournment of such session, the Administrator of General Services may 
empower the agency or agencies having in their custody records cov- 
ered by such lists or schedules to cause such records to be disposed of 
in accordance with regulations promulgated as provided in section 367 of 
this title. July 7, 1943, c. 192, § 7, 57 Stat. 382, amended July 6. 1945, 
c. 273, § 1(c), 59 Stat. 434; June 30, 1949, c. 288, Title I, § 104(a), 63 
Stat. 381. 

Library references: Records ^322 ; C.J.S. Records §§ 73, 75, 76. 

1945 Amendment. Act July 0, 1943, tlon 104(a) or Act June 30, 1949, cited to 

amended section by omitting "the head of text. Said section 104(a) is set out as 
the agency who submitted the list or section 301(.n) of this title. 


schedule to cause the records listed tlicre- 


Effectlvo date of transfer of functions; 


and inserting in lieu thereof "tile Transfer of. functions as effective July 1 


cause such records”. 


1049. see note set out under section 471 


Transfer of Functions, The functions of Title 40. Fublic Buildings, Property, 
or the Archivist were transferred to the and Works. 

Administrator of General Services by sec- 

§ 373. Same; disposal of similar records where prior disposal was 
authorized 

Whenever it shall appear to the Administrator of General Services that 
any agency has in its custody, or is accumulating, records of the same 
form or character as any records of the same agency previously authorized 
by Congress to be disposed of, he may empower the head of such agency 
to dispose of such records, after they have been in existence a specified 
period of time, in accordance with regulations promulgated as provided in 
section 3 67 of this title and without listing or scheduling them. July 7, 
1943, c. 192, § 8, 67 Stat. 382, amended June 30, 1949, c. 288, Title I, 
§ 104(a), 63 Stat.'SSl. 

Library references: Records C="22 : C.J.S. Records 73, 75, 76. 

Transfer of Functions. The functions Effective date of transfer ot fanotions. 
of the Archivist were transferred to the Transfer of functions ns effective July 1, 
Administrator ot General Services by sec* 1049, see note set out under section 471 
tlon 104(a) of Act June 30, 1949. cited of Title 40. Public Buildings, Property, 
to text. Said section 104(a) Is set out and Works, 
as section 391(a) of this title. 

8 374. Preservation of claims of Government until settled In General 
Accounting Office; disposal authorized upon written approval of Comp- 
troller General 

Records pertaining to claims and demands by the Government of the 
United States or against it, or to any accounts in which the Government 
of the United States is concerned, either as debtor or creditor, shall not 
be disposed of by the head of any agency under any authorizations grant- 
ed pursuant to the provisions of sections 371, 372, and 373 of this title, 
until such claims, demands, and accounts have been settled and adjusted 
in the General Accounting Office, except upon the written approval of the 
Comptroller General of the United States. July 7, 1943, c. 192, g 9, 57 
Stat, 382. 

Library references: Records ©=22; C.J.S. Records §§ 73, 75, 76. 

Transfer of Functions. Tbe functions 1949. see note set out under section 471 
of tbe Archivist were transferred to the of Title 40. Public Buildings. Property, 
Administrator of General Services by sec- and Works. 


Uon 104(a) of Act June 30, 1949. c. 288, 
Title 1. «3 Stat. 381. Said section 104(a) 
is set out as section 391(a) of this title. 

Effective date of transfer of functions. 
Transfer of functions as effective July 1. 


Legislative History: For legislative 
history and purpose of Act June 30, 1949, 
cited to text, see 1949 U.S.Code Cong. 
Service, p. 1473. 


§ 375. Disposal of records constituting menace to health, life, or prop- 
erly; report of action by Administrator of General Services to agency 
. Whenever the Administrator of General Services and the head of the 
agency that has custody of them shall jointly determine that any records 
in the custody of any agency of the United States Government are a con- 
tinuing menace to human health or life or to property, the Administrator 
of General Services shall cause such menace to be eliminated immediately 
by whatever method he may deem necessary. If any records in the cus- 
tody of the Administrator of General Services are disposed of under this 
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section, the Administrator of General Services shall report the disposal 
thereof to the agency from which they were transferred. July 7, 19 43, 
c. 192, § 10, 57 Stat. 382. amended June 30, 1949, c. 288, Title I, § 104 
(a), 63 Stat. 381. 

Library references: Records (3=322; C.J.S. Records §§ 73, 75, 70. 

Effective date of transfer of functions. 
Transfer of functions ns effective July 1 , 
1049. see note set out. under section 471 
of Title 40, Public building-,. Property, 
and Works. 


Transfer of Functions. The functions 
of the Archivist were transferred to the 
Administrator of (lenernl Services by sec- 
tion 104(a) of Act June 30. 1940. cited to 
text. Said section 101(a) is set out as 
section 391(a) of this title. 


§ 370. Destruction of records outside continental United States In 
time of war or when hostile action seems imminent; written report to 
Administrator of General Services 

At any time during the existence of a state of war between the United 
States and any other nation or when hostile action by a foreign power 
appears imminent, the head of any agency of the United Stales Govern- 
ment may authorize the destruction of any records in his legal custody 
situated in any military or naval establishment, ship, or other depository 
outside the territorial limits of continental United States (1) the reten- 
tion of which would be prejudicial to the interests of the United States 
or (2) which occupy space urgently needed for military purposes and 
are, in his opinion, without sufficient administrative, legal, research, or 
other value to warrant their continued preservation: Provided, That 
within six months after the disposal of any such records, the official who 
directed the disposal thereof shall submit a written report thereon to the 
Administrator of General Services in which he shall describe the character 
of such records and state when and where the disposal thereof was accom- 
plished. July 7, 1943, c. 192, § 11, 67 Stat. 382, amended June 30. 1949,. 
c. 288, Title I, 5 104(a), 63 Stat. 38T 

S. Records §§ 73, 75, 70. 

15 I'.K. 9(129, so: out as a note preceding 
suction 1 ot Appendix to Title 50. War 
and National Defense, or such earlier 
date or date.* iu. may he provided for 
hy Congress, hut in no event beyond 
July 1 , 100.'}. Section 7 of said Joint lies. 
July 3. 1052. provided that it should be- 
come effective June 1G. 1952. 

Itcpcal of prior Act* continuing section. 
Section G of Joint lies. July 3. 1952, re- 
pealed Joint lies. Apr. 14. 1952. c. 264, GO 
Stat. 54, as amended hy Joint lies. May 
28. 1952, c. 339. GG Stat. 9G; Joint Res. 
June 14. 1952. c. 437. GO Stat. 137; Joint 
Res. June 30. 1952, c. 520, GG Stat. 290, 
which continued provisions until July 3, 
1952. This repeal shall take effect as of 
June 10, 1952. hy section 7 of said Joint 
Res. July 3, 1052. 


Library references: Records <§=^22 ; C.J 

Transfer of Functions. The functions 
of the Archivist were transferred to the 
Administrator of General Services by sec- 
tion 104(a) of Act June 30, 1949. cited 
to text. Said section 104(a) is set out as 
section 393(a) of this title. 

Effective date of transfer of functions. 
Trunsfer of functions as effective July 1 . 
1949, see note set out under section 471 
of Title 40. Public IJuildings, Property, 
and Works 

Continuation of provisions until July 

1 . 1953. Sectioi. 1(a) (3) of Joint Res. 
July 3, 1952, c. 570, 00 Stat. 331, ns amend- 
ed hy Joint lies Mar. 31, 1953, ch. 13, $ 1, 
07 Stat. 18 provided that this section 
should continue in force until six months 
after the termination of the national 
emergency proclaimed by the President 
on Dec 10, j.950 hy 1950 Proc. No. 2914. 


§ 377. Repealed. Oct. 31, 1951, c. 654, § 1 (117), G5 Stat. 700 

Section. Acts July 7. 1943, c. 192, § 12, Congress, is now covered by section 492: 
57 Stat. 382; July 0, 1945, c. 273. § 1((1), of Title 40, Public Puddings, Property, 
59 Stat. 434. which related to reports to and Works 

§ 378. Photographs or inicrophotographs of records considered as 
originals; certified reproductions admissible as evidence 

Photographs or microphotographs of any records made in compliance 
with regulations promulgated as provided In section 36 7 of this title 
shall have the same force and effect as the originals thereof would have 
and shall be treated as 'originals for the purpose of their admissibility 
in evidence. Duly certified or authenticated reproductions of such photo- 
graphs or microphotographs shall be admitted in evidence equally with, 
the original photographs or micropbotographs. July 7, 1943, c. 192, 5 
13, 57 Stat. 382 . 

Library references: Records C.J.S. Records §§ 38, 40. 

Transfer of Functions. The functions Administrator of General Services by eec- 
of the Archivist were transferred to the tion 104(a) of Act June 30, 1949, c. 288*. 
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Title I. 03 Stat. 381. Said I 
Is set out ns section 391 (n| 
Effective dnto ot transfef 
Transfer of functions as 

§ 370. Moneys fror 
All moneys derived 
records authorized fori 
and 3 7 8-380 of this t| 
States unless otherwise 
July 7, 1043, c. 192, § 

Linrurv references: Tinit| 
Transfer of Functions. 

ot the Archivist were trnj 
Administrator of General f 
tion 104(a) of Act June 
Title I. 03 Stat. 381. Sale 
is set out as section 39Hq 

§ 380. Procedures 
The procedures here 
United States Governd 
cordance with the prtj 
title. July 7, 1943, c. 

Transfer of Functions, 
of the Archivist were traj 
Administrator of General 
tion 104(n) of Act June 
Title I. 03 Stat. 381. Said 
is set out as section 391(1 
Effective date of transf| 
Transfer of functions as 
1949, see note set out ur 
Title 40. I’ublic liuildlnfe'4 
Works. 
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T r,3 Stnt 381 Said section 104(a) 1919. see note set out under soriimi 471 

ht set out os section 301(a) of tills title, of Title 40. Public buildings. Property. 

Effective date of transfer of functions, and Works. 

Transfer of functions as effective July 1, 

g 370. Moneys from sale of records as payable into the Treasury 
[ A1 1 moneys derived by agencies of the Government from the sale or 

i records authorized for disposal under the provisions of sections 3GG-37G, 

1 and 378-380 of this title shall be paid into the Treasury of the United 

States unless otherwise required by existing law applicable to the agency. 
July 7, 1943, c. 192, § 14, 57_SUU;_3S3. — . 

I.ilirnry references: United States <2=33 ; C.J.S. United States 88 ‘ 

- rrv,« fmiMionB Effective <Lat© of transfer of functions. 

Transfer of. > " "?• ® r ,?a to* the Transfer of functions as effective July 1, 

of the Archivist were tranbruirea r note se t ou t under section 201 

Hon i i ?04(n f ) tO o r f O Act e june 30 1949. 0 2S8. of Title 40. Public lUiUOings. Property. 
SfffoT® But §81 . KldVtl ?S| 10»« 8 > and Works, 

is set out as section oJUn) o£ this title. 

8 380. Procedures for disposal of records as exclusive 
The procedures herein prescribed are exclusive and no records of the 
United States Government shall be alienated r or destroy ed «cep, l in ac- 
cordance with the provisions of sections 366-a76 and 3 ,8-380 
title. Tniv 7 1 943. c. 192. § 15 , 57 Stat. 383. 


Transfer of Functions. Tbe functions library references 
of T the Arcbivist were transferred to the h«c<n TtSS-'ds 5 

Administrator of General Services by sec- C.J.S. Records 1 

tion 104(a) of Act June 30. 1949. c. Jbo. j rrlson records 


73, 75, 7G. 


tion 104(a) of Act June 30. 1949. c. 2bo. j rrison records 

Title I. 03 Stnt. 381. Said section 104(a) where prisoner sought to compel At- 
is set out os section 391(a) of this title. orncy General to deliver up to prisoner 

Effective date of transfer of funct ons. £° rta( ' n lcttcrs fr0 m a young lady and 

Transfer of functions as effective July 1, , father contained in Ins prison hie. 
1949? see note set out under section 471 Elions 300 -3S0 of tins title •.providing 
Title 40. Public buildings, Property, and f procedure relnting to disposition. 

Works. safekeeping and destruction »t 8° v “n- 
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safe-keeping, and destruction of govern- 
ment records were exclusive ana pre- 
cluded relief sought. Dayton v. McGran- 
ery, 1933, 201. F.2d 711. 92 U.S.App.D.C. 
24. y 
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(b) Transfers*^ other record 
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392. Custody and control property. 

393. National Historical Implications 
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source material. 
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inent. 
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(g) Records. 

(h) Report to Congress. 

394 Federal Records Council, estab- 
• lishment; duties: composi- 

tion: chairman. 

395, Records management by Adminis- 
trator. 
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(b) Establishment of standards 

for selective retention of 
records. 


<c) Personal inspection and sur- 
vey of records 

(d) Record centers for storage, 
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records. 

. (e) Regulations. 
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Records management by Agency 
heads. 
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historical preservation^ 
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of records. 

, (d) Servicing records 

(e) Material accepted for deposit. 
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ments facilitating the use of the collections shall have prece- 
dence over detailed calendars and textual reproductions. 
This Commission shall meet at least once a year, and the 
members shall serve without compensation except repayment 
of expenses actually incurred in attending meetings of the 
Commission. 

Sec. 6. That there is hereby further created a National 
Archives Council composed of the Secretaries of each of the 
executive departments of the Government (or an alternate 
from each department to be named by the Secretary thereof), 
the Chairman of the Senate Committee on the Library, the 
Chairman of the House Committee on the Library, the 
Librarian of Congress, the Secretary of the Smithsonian 
Institution, and the Archivist of the United States. The said 
Council shall define the classes of material which shall be 
transferred to the National Archives Building and establish 
regulations governing such transfer; and shall have power 
to advise the Archivist in respect to regulations governing 
the disposition and use of the archives and records trans- 
ferred to his custody. 

Sec. 6a. Whenever any records the use of which is sub- 
ject to statutory limitations and restrictions are transferred 
to the custody of the Archivist of the United States, permissive 
and restrictive statutory provisions with respect to the exam- 
ination and use of such records applicable to the head of the 
agency having custody of them or to employees of that 
agency shall thereafter likewise be applicable to the Archivist 
of the United States and to the employees of the National 
Archives Establishment respectively. 

Sec. 7. The National Archives may also accept, store, 
and preserve motion-picture films and sound recordings per- 
taining to and illustrative of historical activities of the United 
States, and in connection therewith maintain a projecting 
room for showing such films and reproducing such sound 
recordings for historical purposes and study. 

Sec. 8. That the National Archives shall have an official 
seal which will be judicially noticed. 

The Archivist of the United States may make or repro- 
duce and furnish authenticated or unauthenticated copies of 
any of the documentary, photographic or other archives or 
records in his custody that are not exempt from examination 
as confidential or protected by subsisting copyright, and may 
charge therefor a fee sufficient to cover the cost or expenses 
thereof. All such fees shall be paid into, administered, and 
expended as a part of the National Archives Trust Fund 
created by section 5 of the National Archives Trust Fund 
Board Act. There shall be no charge for the making or 
authentication of such copies or reproductions furnished to 
any department or other agency of the Government for 
official use. When any such copy or reproduction furnished 
under the terms hereof is authenticated by the official seal 


of the National Archives and certified by the Archivist of 
the United States, or in his name attested by the head of any 
office or the chief of any division of the National Archives 
designated by the Archivist with such authority, it shall be 
admitted in evidence equally with the original from which it 
was made. 

Sec. 8a. Any official of the United States Government 
who is authorized to make certifications or determinations on 
the basis of records in his custody is hereby authorized to 
make certifications or determinations on the basis of records 
that have been transferred by him or his predecessors to the 
custody of the Archivist of the United States. 

Sec. 9. That the Archivist shall make to Congress, at the 
beginning of each regular session, a report for the preceding 
fiscal year as to the National Archives, the said report in- 
cluding a detailed statement of all accessions and of all re- 
ceipts and expenditures on account of the said establishment. 
He shall also transmit to Congress the recommendations of 
the Commission on National Historical Publications, and, 
on January 1 of each year, with the approval of the Council, 
a list or description of the papers, documents, and so forth 
(among the archives and records of the Government), which 
appear to have no permanent value or historical interest, 
and which, with the concurrence of the Government agency 
concerned, and subject to the approval of Congress, shall 
be destroyed or otherwise effectively disposed of. 

Sec. 10. That there are hereby authorized such appro- 
priations as may be necessary for the maintenance of the 
National Archives Building and the administration of the 
collections, the expenses, and work of the Commission on 
National Historical Publications, the supply of necessary 
equipment and expenses incidental to the operations afore- 
said, including transfer of records to the Archives Building; 
printing and binding; personal services in the District of 
Columbia and elsewhere; travel and subsistence and per 
diem in lieu of subsistence, notwithstanding the provisions of 
any other Acts; stenographic services by contract or other- 
wise as may be deemed necessary; purchases and exchange 
of books and maps; payment in advance when authorized 
by the Archivist for library memberships in societies whose 
publications are available to members only or to members 
at a price lower than to the general public; purchase, ex- 
change, and operation of motor vehicles; and all absolutely 
necessary contingent expenses, all to be expended under the 
direction of the Archivist, who shall annually submit to 
Congress estimates therefor in the manner prescribed by law. 

Sec. 11. All Acts or parts of Acts relating to the charge 
and superintendency, custody, preservation, and disposition 
of official papers and documents of executive departments 
and other governmental agencies inconsistent with the pro- 
visions of this Act are hereby repealed. 


Records Disposal Act, Approved July 7^,1943, as Amended July 6, 1945 3 

[57 Stat. 380-383; 59 Stat. 434] — 

An Act to provide for the disposal of certain records of the United States Government. 


Be it enacted by the Senate and House of Representatives 
of the United States of America in Congress assembled, That 
when used in this Act, the word “records” includes all books, 
papers, maps, photographs, or other documentary materials, 

* Sections 4, 6, 7, and 12 appear as amended July 6, 1945. 


regardless of physical form or characteristics, made or re- 
ceived by any agency of the United States Government in 
pursuance of Federal law or in connection with the transac- 
tion of public business _,and preserved or appropriate for 
preservation by that agency or its legitimate successor as 
evidence of the organization, functions, policies, decisions, 
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procedures, operations, or other activities of the Govern- 
ment or because of the informational value of data contained 
t tierem. j Library and museum material made or acquired" 
j anti-preserved solely for reference or exhibition purposes 
extra copies of documents preserved only for convenience of 
J reference, and stocks of publications and of processed docu- 
|ments are not included within the definition of the word 
re cords 9 as used in this Act. ^ 

Sec. 2. The National Archives Council shall promulgate 
regulations, not inconsistent with this Act, establishing ( 1 ) 
procedures for the compiling and submitting to the Archivist 
of the United States of lists and schedules of records pro- 
posed for disposal, (2) procedures for the disposal of records 
authorized for disposal, and (3) standards for the reproduc- 
tion of records by photographic or microphotographic proc- 
esses with a view to the disposal of the original records. 
Such regulations, when approved by the President, shall be 
binding on all agencies of the United States Government. 

Sec. 3. The head of each agency of the United States 
Government shall submit to the Archivist of the United 
States,, in accordance with regulations promulgated as pro- 
vided in section 2 of this Act (1) lists of any records in the 
custody of the agency that have been photographed or 
microphotographed in accordance with the said regulations 
and that, as a consequence thereof, do not appear to have 
sufficient value to warrant their further preservation by the 
ovemment; (2) lists of any other records in the custody of 
t e agency that are not needed by it in the transaction of its 
current business and that do not appear to have sufficient 
administrative, legal, research, or other value to warrant 
their further preservation by the Government; and (3) 
schedules proposing the disposal after the lapse of specified 
periods of time of records of a specified form or character 
that either have accumulated in the custody of the agency or 
that may accumulate therein at any time after the submis- 
sion of such schedules and that apparently will not after the 
apse of the period specified have sufficient administrative, 
legal, research, or other value to warrant their further preser- 
vation by the Government. 

Sec. 4. The Archivist shall submit to Congress, at such 
times as he shall deem expedient, the lists or schedules sub- 
mitted to him in accordance with the provisions of section 3 

°Va IS i ACt ; ° r Pam ° f SUCh listS ° r schedules . and lists or 
schedules of any records in his legal custody, insofar as it shall 
appear to him that the records listed in such lists or schedules 
° not, or will not after the lapse of the period specified, have 
sufficient administrative, legal, research, or other value to 
warrant their continued preservation by the United States 
Government: Proved, That the Archivist shall not submit 
to Congress lists or schedules of records of any existing agency 
of the Government in his legal custody without first having 
obtained the written consent of the head of such agency. 

The Archivist may also submit to Congress, together with 
recommendations of the National Archives Council with 
respect thereto, and at such times as he may deem expedient 
schedules proposing the disposal, after the lapse of specified 
periods of time, of records of a specified form or character 
common to several or all agencies that either have accumu- 
lated or may accumulate in such agencies and that apparently 
will not, after the lapse of the periods specified, have suffi- 
cient administrative, legal, research, or other value to warrant 


their further preservation by the United States Government' 
Sec. 5. Whenever the Archivist shall submit lists or sched- 
ules to Congress, it shall be the duty of the presiding officer 
°f the Senate to appoint two Senators who, with the members 
of the Committee on the Disposition of Executive Papers of 
the House of Representatives, shall constitute a joint com- 
mittee to which all such lists or schedules shall be referred, 
and the joint committee shall examine such lists or schedules 
and submit to the Senate and House of Representatives, 
respectively, a report of such examination and its recom- 
mendations. 

Sec. 6. If the joint committee reports that any of the 
records listed in a list or schedule referred to it do not, or will 
not after the lapse of the period specified, have sufficient 
administrative, legal, research, or other value to warrant their 
continued preservation by the Government, the Archivist shall 
notify the agency or agencies having such records in their 
custody of the action of the joint committee and such agency 
or agencies shall cause such records to be disposed of in 
accordance with regulations promulgated as provided in sec- 
tion 2 of this Act: Provided, That authorizations granted 
pursuant to schedules submitted under the last paragraph of 
section 4 of this Act shall be permissive and not mandatory. 

Sec. 7. If the joint committee fails to make a report 
during any regular or special session of Congress on any list 
or schedule submitted to Congress by the Archivist not less 
than ten days prior to the adjournment of such session, the 
Archivist may empower the agency or agencies having in their 
custody records covered by such lists or schedules to cause 
such records to be disposed of in accordance with regulations 
promulgated as provided in section 2 of this Act. 

Sec. 8. Whenever it shall appear to the Archivist that 
ariy agency has in its custody, or is accumulating, records of 
the same form or character as any records of the same agency 
previously authorized by Congress to be disposed of, he may 
empower the head of such agency to dispose of such records, 
after they have been in existence a specified period of time 
m accordance with regulations promulgated as provided in 
section 2 of this Act and without listing or scheduling them. 

Sec. 9. Records pertaining to claims and demands by the 
Government of the United States or against it, or to any 
accounts in which the Government of the United States is 
concerned, cither as debtor or creditor, shall not be disposed 
of by the head of any agency under any authorizations 
granted pursuant to the provisions of sections 6, 7, and 8 of 
this Act, until such claims, demands, and accounts have 
been settled and adjusted in the General Accounting Office 
except upon the written approval of the Comptroller General 
of the United States. 

Sec. 10. Whenever the Archivist and the head of the 
agency that has custody of them shall jointly determine that 
any records m the custody of any agency of the United States 
Government are a continuing menace to human health or life 
or to property, the Archivist shall cause such menace to be 
eliminated immediately by whatever method he may deem 
necessary. If any records in the custody of the Archivist are 
disposed of under this section, the Archivist shall report the 
disposal thereof to the agency from which they were trans- 
ferred. 

Sec. 11. At any time during the existence of a state of 
war between the United States and any other nation or when 
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hostile action by a foreign power appears imminent, the head 
of any agency of the United States government may authorize 
the destruction of any records in his legal custody situated 
in any military or naval establishment, ship, or other deposi- 
tory outside the territorial limits of continental United States 
( 1 ) the retention of which would be prejudicial to the 
interests of the United States or (2) which occupy space 
urgently needed for military purposes and are, in his opinion, 
without sufficient administrative, legal, research, or other 
value to warrant their continued preservation: Provided, 
That within six months after the disposal of any such records, 
the official who directed the disposal thereof shall submit 
a written report thereon to the Archivist in which he shall 
describe the character of such records and state when and 
where the disposal thereof was accomplished. 

Sec. 12. The Archivist shall transmit to Congress at the 
beginning of each regular session reports as to the records 
authorized for disposal under the provisions of section 7 of 
this Act and as to the records disposed of under the pro- 
visions of sections 10 and 11 of this Act. 

Sec. 13. Photographs or microphotographs of any rec- 
ords made in compliance with regulations promulgated as 
provided in section 2 of this Act shall have the same force 


and effect as the originals thereof would have and shall 
be treated as originals for the purpose of their admissibility 
in evidence. Duly certified or authenticated reproductions 
of such photographs or microphotographs shall be admitted 
in evidence equally with the original photographs or micro- 
photographs. 

Sec. 14. All moneys derived by agencies of the Govern- 
ment from the sale of records authorized for disposal under 
the provisions of this Act shall be paid into the Treasury 
of the United States unless otherwise required by existing 
law applicable to the agency. 

Sec. 15. The procedures herein prescribed are exclusive 
and no records of the United States Government shall be 
alienated or destroyed except in accordance with the pro- 
visions of this Act. 

Sec. 16. The Act entitled “An Act to provide for the dis- 
position of certain records of the United States Govern- 
ment”, approved August 5, 1939 (53 Stat. 1219), the Act 
entitled “An Act to provide for the disposition of certain 
photographed records of the United States Government, and 
for other purposes”, approved September 24, 1940 (54 Stat. 
958), and all other Acts or parts of Acts inconsistent with 
the provisions of this Act are hereby repealed. 


Resolution Concerning the Transfer of Records to the National Archives, Adopted by the National Archives 

Council November 9, 1944 


Whereas section 3 of the “Act to establish a National 
Archives of the United States Government and for other 
purposes” (48 Stat. 1122) provides that “All archives or rec- 
ords belonging to the Government of the United States 
(legislative, executive, judicial, and other) shall be under the 
charge and superintendence of the Archivist to this extent: 
He shall have full power to inspect personally or by deputy 
the records of any agency of the United States Government 
whatsoever and wheresoever located, and shall have the full 
cooperation of any and all persons in charge of such records 
in such inspections, and to requisition for transfer to the 
National Archives Establishment such archives, or records 
as the National Archives Council, hereafter provided shall 
approve for such transfer”; 

And whereas section 6 of said act creates the National 
Archives Council and authorizes it to “define the classes of 
material which shall be transferred to the National Archives 
Building and establish regulations governing such transfer”; 
therefore be it 

Resolved, That the Archivist of the United States be and 
he is hereby authorized to requisition for transfer to the 
National Archives any archives or records in the custody of 
any agency of the United States Government (legislative, 
executive, judicial, and other), which fall within any of the 
following classes, viz: 

I. Any archives or records that the head of the agency 
that has the custody of them may offer for transfer to the 
National Archives. 

XI. Any archives or records that have been in existence for 
more than fifty years unless the head of the agency that has 


the custody of them certifies in writing to the Archivist that 
they must be retained in his custody for use in the conduct 
of the regular current business of the said agency. 

III. Any archives or records of any Federal agency that 
has gone out of existence unless the head of the agency that 
has the custody of them certifies in writing to the Archivist 
that they must be retained in his custody for use in perform- 
ing transferred functions of the discontinued agency or in 
liquidating its affairs. 

IV. Any other archives or records that the National 
Archives Council by special resolution may authorize to be 
transferred to the National Archives. 

Resolved further, ( 1 ) That when the Archivist shall issue 
his requisition for any archives or records he shall furnish to 
a duly authorized representative of the agency that has the 
custody of them an inventory of the material covered by such 
requisition; (2) That when, and not until, this inventory 
shall have been certified to by the signatures of the repre- 
sentatives of said agency and of the Archivist, respectively, 
and the said archives or records shall have been delivered by 
the representative of the said agency to the representative of 
the Archivist either at the depository in which they are stored 
or at a depository under the control of the Archivist, the said 
archives or records shall pass into the legal custody of the 
Archivist of the United States; Provided , That records of the 
Federal Government that are not in the legal custody of any 
other agency of the Government shall be deemed to be in the 
legal custody of the Archivist and may be transferred by him 
to a depository under his control without the formalities of 
issuing a requisition or delivering an inventory. 


Regulations of the National Archives Council, Adopted July 29, 1949 


Whereas Sec. 2 of “An Act to provide for the disposal of 
certain records of the United States Government” approved 
July 7, 1943, as amended by the Act approved July 6, 1945 


(57 Stat. 380-383, 59 Stat. 434; 44 U. S. C. 366-380), 
requires that the National Archives Council promulgate 
regulations not inconsistent with the provisions of the said 
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THE DISPOSITION OF GOVERNMENT PAPERS IS 
THE GREATEST MASS PAPER JOB IN HISTORY 
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THE SOLUTION: A RECORDS DISPOSITION PROGRAM 
WHAT IS RECORDS DISPOSITION? 

It is an approved systematic plan to establish effective con- 
trol over the disposition of official records. 

The primary objectives of the program are: 

...... -to assure the preservation of important policies 

and de c i s i on s 

--to develop uniform schedules for the orderly re- 
tirement or disposal of noncurrent and valueless 
records . 
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WHAT BENEFITS DOES A RECORDS DISPOSITION PROGRAM OFFER IN 
THIS AGENCY? 

Recent experience in a records disposition survey conducted 
by the Records Management Staff in one of the major offices 
of this Agency show, as illustrated, that an office without 
a records disposition program can expect big initial savings 
by beginning a comprehensive disposition program- 


Total Records Holdings 
were 20,174 linear feet 


Filing Equipment valued 
at $347,828.00 




5% or 1,009 linear feet of 
records were evaluated as 
permanent and scheduled for 
eventual transfer to perma- 
nent storage 
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DESTROYED 10 PERCENT 


WHAT ARE THE CONTINUING BENEFITS OF A RECORDS DISPOSITION 
PROGRAM? 

If an office continues to maintain an effective records dis- 
position program, it will obtain large savings by: 

destruction of a minimum of 10% of their records 

annually , 

retirement of a minimum of 10% of their records 

annually to the Records Center. 
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THESE BENEFITS CAN BE CONVERTED INTO MONEY SAVINGS 

For every cubic foot of records that this Agency can dispose 
of, on the spot, space and equipment with an estimated replace 
ment value of $32.10 can be released. For every cubic foot of 
records that this Agency can transfer to cheap storage, such 
as the Agency Records Center, there is a net savings of $30.80 
in space and equipment released. 


FILE SAFE CABINETS RELEASED 


sai 


I 


RETIRED 


SPACE RELEASED 




SUGAR 

BAG 


ikML 






ON THE SPOT 
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HOW TO INITIATE A RECORDS PROGRAM IN YOUR OFFICE 

The following illustrations show the major steps to be taken 
in order to initiate and carry out an effective records dis- 
position program: 

I. REQUEST PROGRAM GUIDANCE AND ASSIGN RESPONSIBILITIES 


THE RECORDS MANAGEMENT 
DIVISION WILL GLADLY 
FURNISH GUIDANCE AND 
ASSISTANCE IN INSTALLING 
YOUR RECORDS 
DISPOSITION PROGRAM . 


MR. JONES YOU 
ARE NOW OUR 
RECORDS OFFICER / 


C/ 






■■His 

hhbbb 

MBHllli 
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III. ANALYZE AND EVALUATE THE INVENTORY 

Specific factors are to be considered in evaluating and ap- 
praising records for disposition- 

- -RECORDS- -- include documentary 
materials appropriate for pres- 
ervation for their evidential 
or informational value. They 
reflect the organization, func- 
tions, policies, decisions, 
procedures, operations or other 
activities of the Agency. 

-- NONRECORD- -- ma t er ial s main- 
tained solely for purposes of 
reference. 


IV. PREPARE RECORD CONTROL SCHEDULES 

The schedules are prepared from the survey work sheets after 
careful analysis of each record series inventoried. 



- 9 - 
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V. SECURE AUTHORITY FOR SCHEDULES 


r 



AREA RECORDS OFFICER 


p^AGEMENT 



Si NATIONAL 
£& ARCHIVES 


RECORDS 

MANAGEMENT 

DIVISION 


CONGRESS 

(joint Committee On Disposition Of Executive Papers) 


VI. REVIEW RECORD CONTROL SCHEDULES ANNUALLY 
Review the inventory sheets annually to assure that 


--all files have been inven- 
toried 

--all files have been scheduled 

--the inventory sheets reflect 
the latest information regard- 


--the contents and growth of 
the files 
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RECORDS DISPOSITION SURVEY AND SCHEDULING 

1. Definition - Records disposition is an organized program that provides 

for the systematic removal of inactive records from office space and 

their preservation or elimination in accordance with prescribed 

policies, procedures and legal authorities. 

2. Objectives 

a. The economical and systematic preservation and disposition of 
records according to Federal statutes and regulations and Agency 
policies. 

b. Release office space and filing equipment no longer needed. 

3. Method of Accomplishment 

a. Conduct records disposition survey; obtain background information 
regarding the organizational structure, functions, and missions, 
and the flow of work within and between offices concerned. 

b. Conduct the inventory and record on Form 138, Survey Work Sheet, 
data needed to determine retention and disposal dates. 

c. Evaluate records for administrative, legal, fiscal, and historical 
values. 

d. Develop records control schedules to provide for the disposition 
of record and nonrecord material by either permanent preservation, 
microfilming, destruction, or transfer to Archives and Records 
Center. 

e. Obtain approval of schedules from operating officials and the 
Agency Records Administration Staff. 

f. Maintain records control schedules up to date to reflect changes 
in organization. 
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g. Conduct periodic follow-up to insure that the disposition of 
records is being effected in accordance with schedules. 

h. Distribute records control schedules to operating offices. 

4. Procedure 

a. Conduct records disposition survey: 

1. obtain background information regarding organizational structure, 
functions, and missions. 

a. Agency Regulations & Notices 

b. office Regulations or Instructions and Notices. 

c. Organization charts 

d. Previous Studies 

e. Discuss the records with the operating officials. 

2. Secure procedures for information regarding the flow of work 
within and between offices concerned. 

b. Conduct the inventory and record on Form 138, Survey Work Sheet, 
data needed to determine retention and disposal dates. 

1. Date: The date the inventory or survey is made. 

2. Directorate, Office, Division, Branch, and Section maintaining 
the files. 

3. Location of Files: Room number and Building. 

4. Name of File: Use title shown On Records Control Schedule, 

If not schedules, be descriptive in naming the 
file being reviewed. 

5. Custodian: Enter name of person responsible for the files. 

6. Description: Enter Records Schedule and item number. If new or 

non-scheduled series give description of type and 
use of records in the file. 
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7. Arrangement of Records Series: Alphabetic by subject, numerical 

by case number, chronological, etc. 

8. Dates: Enter years only of oldest and most recent documents 

in the file. 

9. Size: Check appropriate box and enter linear feet of records. 

(See table to convert linear to cubic feet of various 
records.) (Measurements should be as simple as possible; 
figures rounded to the nearest half-foot are adequate.) 

10. Equipment: Check appropriate box or enter under Other and 

describe in Remarks. 

11. Remarks: Use for safe numbers, details about equipment, or 

other notes and explanatory information, 
c. Evaluate records for Administrative, legal, fiscal, and historical 
values. In evaluating records one of the first things we want to 
do is to become familiar with the General Services Administration's 
General schedules. There are twenty (20) of these schedules and 
they cover a large segment of records. These schedules describe 
the records and show the authorized disposition authority, 
a. Four Bases for Evaluating Records 

What is the worth of a particular file or a group of records: 

How do we evaluate them. 

In evaluating records you are placing them on a scale of future 

use. The weights on the scale represent the four types of 

conceivable values which records may have-- legal value , 

which may involve long or short term rights of the Government 

or of private citizens, enforceable by the courts; admi ni strati ve 

value , which involves program use to the agency in carrying on 
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the public business; historical value , which means the permanent 
records that will be needed in reconstructing the story of the agency — 
its inception, programs, problems, and accomplishments, or that may 
contain other unique and valuable information; and finally fiscal 
valu£, involving recording the financial transactions of an agency, 
documenting its receipts, expenditures, and relationships with the 
General Accounting Office, Office of Management and' Budget and the i 
Treasury Department'. 

Not one of these potential values stands by itself. A record may 
possess more than one of them simultaneously. A contract file, for 
example, may be not only of legal value but may also have historical 
value; or, a file of administrative value to the agency which created 
it may also be of historical value , although this may not be evident 
while it is in use by the agency. 

ADMINISTRATIVE VALUE 

A record's administrative value is simply its value in carrying on the 
activities of the agency or the Government as a whole. Those pertaining 
to uncompleted actions are of administrative value to the agency, 
since the loss of them would impede the carrying on of its activities. 
Those of completed actions, on the other hand, may lose quickly their 
administrative value to the agency. 

The period of time during which a record retains this value may be 
long or short, depending on the purpose it serves. Certain records, 
such as directives, orders, regulations, and legal opinions, have long 
term administrative value because they continue to prescribe and affect 
the activities of the agency. 
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The bulk of the records at the operating level have short term value 
because they are (a) either duplicated or adequately summarized in 
records retained by top management or other operating level records, 
or (b) controls on pending actions which are maintained only for 
operating convenience. 

(a) Records that are duplicated or summarized . Directive files 

retained among the top management records are usually duplicated 
in all offices and at all levels while they are needed admini- 
stratively. When the appraiser knows a record set is maintained 
permanently, the other office sets should be retained only so long 
as they are actually used by the individual units. 

Similar duplication is frequently found in correspondence, 
memoranda, and other papers where copies of the same documents 
are kept at different levels. 

Copies of the same reports are frequently in a number of separate 
files; and when they are published or processed, there may be any 
number of sets of them. This is true of many scientific reports 
prepared by the Agency. Here again, after they are no longer of 
current administrative use a record copy in one designated place 
is usually enough for the agency. 

FISCAL VALUE 

Some records have a monetary value--that is, fiscal. They may be 
budget records, showing how expenditures were planned. They may be 
voucher of expenditure files of several kinds, documenting the purposes 
for which agency funds were spent; or they may be accounting records. 
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created by the agency to make sure its accounts balance, and that it 
is not spending beyond its appropriated limits. 

Fiscal value of a record is really a type of administrative value. 

But it is so surrounded by special considerations that we will take it 
up separately. For one thing, the form and content of many of these 
fiscal records are prescribed by the various staff agencies involved. 
Bureau of the Budget, General Accounting Office, Treasury Department, 
General Services Administration, and others. In most instances, only 
the data on the forms differ from agency to agency. 

Since the records look the same everywhere, and are largely created 
in accordance with the same staff agency directives, their worth, 
we have discovered, can be determined "across the. board". That is, 
a voucher file in one agency normally should have the same values as 
a voucher file in another agency. In view of the sameness of value 
from agency to agency, GSA decided to step in and help agencies make 
decisions as to the values of their fiscal records. In fact, it has 
given the agencies, for their use if they wish to do so, tailor-made 
evaluations of their fiscal records, as well as of other types of 
administrative records. This GSA has done through the General Records 
Schedules. By using these schedules, agencies have at once been able 
to evaluate and properly schedule their fiscal records without a great 
deal of individual effort. 

LEGAL VALUE 

Records may have legal values to the Federal Government or to individual 
citizens, corporations, or even State and other Governments. As in 
the case of administrative values, the duration of the period during 
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I 

which this legal value exists varies with the kind of right or legal 
point that is involved. There are enduring legal values to the Govern- 
ment in laws and regulations and interpretations of them. Similarly, 
for the Government as well as others there are legal values to records 

establishing title to real estate and; defining recapture rights or 

reservations set forth in land titles. On the other hand, the legal 

values to the Government of contracts; and claims records diminish 

I 

to the vanishing point very rapidly after final settlement of the 
contract or claim, and cease upon expiration of pertinent statutes of 
1 imitations. 

Of legal value primarily to individuals are records of naturalization 
proceedings, of service in the armed forces, and similar records that 
retain their values throughout the life span of more than one generation. 
On the other hand, the legal value to individuals of patent records 
and many court decisions ceases to exist after the patent has expired 
or the court's order has been carried out. Often, of course, the legal 
values to the Federal Government and to the individual will expire 

I 

simultaneously, as in the case of records relating to contracts and to 
claims by or against the Government. 

In order to determine the legal value of a record, a certain amount 

| 

of pertinent research must be done in the Federal statutes, in agency 
regulations , and in other provisions which have legal force and effect. 
Sometimes such research can be done by agency legal personnel, but 
regardless of who does it, it must be done 1 . Evidence of entitlement 
to pension and old age and retirement, e.g., must obviously 
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be considered to have long time legal value, although here the legal 
value is important for the fiscal value subordinate to it. Other 
records with long time legal value are military service records, 
Selective Service registration and classification records, naturali- 
zation papers, copies of population census schedules, merchant 
marine service records, birth and death certificates (in the relatively 
few cases in which they are created by the Federal Government), 
homestead entry papers, and records pertaining to Indian rights. On 
the other hand, the average contract file ceases to have much legal 
value after the payments under it have been completed and audited by 
the General Accounting Office. 

Many of the records needed to protect the rights of the Government, 
the agency, or the public fall within the housekeeping class and have 
a definite life span. Many program records likewise are needed only 
temporarily to protect Government or public rights. Statutes of 
limitations on claims, completion of audit, possibility of reopening 
of cases, and usefulness of the records for investigative or other 
purposes must be taken into account in establishing the time such 
records need to be retained. Where research values are present sampling 
or selective retention is frequently considered by the National Archives 
to be more desirable than retention of the mass. 

HISTORICAL VALUE 

Historical values result from the fact that the records tell a story 
or present a picture and can be used to reconstruct the activities of 
the agency, to obtain information accumulated by the agency in order to 
make studies of the past, or to furnish data on which to base new 
findings or conclusions. 
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To reconstruct the activities of the agency ; The National 
Archives, which makes the final determination as to records having 
continuing research value, has consistently earmarked for retention 
those files which will enable a scholar or future administrator 
to reconstruct the history of the activities of the agency. 

Although agencies normally describe their accomplishments in 
published annual or other periodic reports, these are often so 
brief that they fail to give the complete story. Or they may 
consciously or unconsciously distort the picture by emphasis 
on some activities and omission of others. Records showing how 
th« work of the agency was planned, directed, and carried out are 
usually needed to supplement or correct the bare outlines given 
in publications. These records, which give the history of the 
activities and functions of an agency, are needed by the agency 
itself to understand its own background, often by other agencies 
or the Congress, and finally by scholars and students of the future. 
They form a part of the archives of the nation which are essential 
to an understanding of our national development. 

b. To obtain information for studies of the past : All agencies 
accumulate information necessary to carry on their functions. 

Much of this may be of long time research value for purposes 
completely different from those for which it was collected. 

Pension records created in administering early pension laws 
are kept for their research values. 

c. To furnish data on which to base new findings : Records may be used 
to provide data for new findings and conclusions. Especially true 
of technical data which was assembled in the course of research of 

specialized scientific and other fields. 
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d. Develop records control schedules to provide for the disposition 
of record and non-record material by either permanent preservation, 
destruction within office area, transfer to other component, 
transfer to the Agency Records Center, or transfer to the Agency 
Archives. 

Instructions For Preparing Form No. 139 "Records Control Schedule" 

(1) Schedule No. A number will be assigned by the Records 
Administrative Branch upon approval of the Schedule. 

(2) Office, Division, Branch. Enter the specific organizational 
element to which the schedule pertains, such as. Office of 
Public Service, Special Services Division, Personnel Branch. 

(3) Concurrence. The signature and title of the Chief of the 
organizational element will be obtained after the schedule 
has been prepared and reviewed. The signature will be entered 
in the first page of that portion of the schedule covering 
the records for which he is responsible. When all signatures 
have been obtained the schedule should then be submitted to the 
Head of the Office or his designate for review and concurrence. 
His signature will be entered on the first page of the schedule 
which will indicate not only his approval for his immediate 
office or staff but for the entire schedule. 

(4) Item Number. Beginning with item number one, list and number 
each series, starting with the records of the Office Chief and 
continue consecutively through each organizational unit of 
the Office. The use of sub-item numbers 'is permissible when 
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subordinate file series are component parts of an overall 

file. 

(5) File Identification. The precise description of each series 
of records will be entered in this column. This descriptive 
data requires the utmost care in its preparation. In general, 
this data must be sufficient to accurately identify the records 
and enable a determination of propriety of the disposition 
prescribed for them. Specifically, each file identification 
will consist of five elements, namely: The title or name of 
the file; description of documents of which the file consists; 

a brief statement of the specific function or operation incident 
to which the files are maintained; a statement concerning the 
filing arrangement; and inclusive dates to the file. 

(6) Volume. Enter the volume in terms of cubic feet for each 
file series. Fractions of cubic feet will be expressed in 
tenths by use of the decimal point, e.g., 1.5, 20.3, etc. The 
volume for a file series measuring less than one-tenth foot 
will be entered as .1. 

(7) Disposition Instructions. Entries in this column will be made 
only after careful appraisal and evaluation of the records 
series. The column will consist of four elements and will 

be entered in the order given. 

(a) Preface each instruction with the word "Permanent" or 
"Temporary" whichever is applicable. 

(b) The second element consists of the phrase "Disposal not 
authorized" if the records are of permanent value. 
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Records of temporary value will cite a disposal standard, 
e.g., "Destroy after 3 years," Destroy 2 years after 
audit," "Destroy upon separation of employee," etc. 

(c) By application of cut-off procedures give complete 
instructions for the cut-off and retirement and/or 
destruction of the files. These instructions may be 

indicate d as.."Cut-pff_.at_end_of_eacJi_calendar year; 

hold for one year then transfer to the Records Center," 
"Place in noncurrent file upon liquidation of obligation; 
hold for one fiscal year then transfer to the Records 
Center." 

(d) To comply with the provisions of E.O. 11652 all documents 
must be reviewed for declassification before 30 years 
when they will be automatically declassified in 
accordance with that Executive Order. The following may 
be added to the disposition instructions for all items 
that are to be retained beyond 30 years: 

"To be reviewed for declassification 29 years from date 
of document except those documents not exempt under 
E.O. 11652 will be reviewed earlier under the provisions 
of that Order." 

(e) To provide for the flow of records from the Records 
Center to the Agency Archives include the following 
statement in the dispositions instructions tor those 
records having permanent value: 
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"Permanent. Disposal not authorized. Cut off files 

at the end of each year (_years); retain for 

years then transfer to the Records Center to be held for 

years then transferred to the Agency Archives." 

(f) Whenever possible, cite the disposal authority after the 
disposition instruction. This may be obtained from the 
General Records Schedules or from special authorities 
previously obtained from National Archives and Records 
Service. 

(8) Obtain concurrences of the person responsible for the branch, 
division, or office whose records are covered. See 
attachment B(l) for sample of a Records Control Schedule. 

e. After all Concurrences have been received within the office 

the Records Management Officer must develop a Records Disposition 
authority concurrence cover sheet showing preparation by: 

(component) Records Management Officer; concurrence by: (Directorate) 
Records Management Officer; Reviewed by: Records Administration 
Branch; Approved by: (Agency) Records Administration Officer; 
and then the date of approval. See attachment B for sample. 

At any time during the coordinating it is possible any part of 
the schedule may have to be justified or changed. 

Send original and 1_ copy forward to RAB through D/RMO. 

f. Distribution of the Records Control Schedule after approval . 

Original - RAB 1 copy - RMO 

1 copy - D/RMO 1 copy - Operating offices 

1 copy - Records Center 

1 copy - Archives 
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g. Maintain records control schedules up to date to reflect changes 
in organization. In addition to the overall revision of a whole 
schedule, one item may be added, deleted or changed by memo or 

by typing or retyping a page of the schedule. If in doubt call the 
Directorate Records Management Officer. 

h. Conduct periodic follow-up to ensure chat the disposition of 
records is being effected in accordance with schedules. 
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RECORDS SURVEY WORK SHEET 


OFFICE. DIVISION. BRANCH, SECTION 


NAME OF FILE 



CUSTODIAN 


(4) (5) 


DESCRIPTION (Function of value, frequency of use, form numbers and titles , and other descriptive data.) 

( 6 ) 

I-N-S-T-R-U-C-T-I-0-N-S 


1. Date: The date the Inventory or survey is made. c 

2. Directorate, Office, Division, Branch, and Section maintaining the files. 

3. Location of Files: Room number and Building. 

4. Name' of File: Use title shown or Records Control Schedule. If not scheduled, 

be descriptive in naming the file being reviewed. 

'5. Custodian: Enter name of person responsible for the files. 

6. inscription: Enter Records Schedule and item number. If new or non-scheduled 

series give description of type and use of records in the file. 

7. Arrangement of Records Series: Alphabetic by subject, numerical by case number, 

! chronological, etc. 

8. Dates: Enter years only of oldest and most recent documents in the file. 

9. Size: Check appropriate box and enter linear feet of records. (See table to 

f convert linear to cubic feet of various records.) (Measurements should be 

as simple as possible; figures rounded to the nearest half-foot are 
adequate.) 

10. Equipment: Check appropriate box or enter under Other and describe in Remarks. 

11. Remarks: Use for safe numbers, details about equipment, or other notes and 

explanatory information. 


FILING ARRANGEMENT 


INCLUSIVE DATES 


EQUIPMENT OCCUPIED 

(10) BY re cords 



OTHER (Specify) 


OTHER (Specify) 


LINEAR FEET 


NO. OF DRAWERS 


t CONVERSION TABLE " OWE CUBIC FOOT EQUALS 


10 UN ft 

6 UN FT 
♦ UN FT 

1 UN FT 

1/2 DRAWER ’ 

7 REELS (CoDpui«r) 
20 REELS (Audio) 

2 DISC PACKS 


3x5 CAROS 
4x6 AND TAB CAROS 
5x8 CAROS 
LETTER OR LEGAL FILES 
UAP CABINET 
UAGKETIC TAPES 
UAQNETIO TAPES 
UAQNETIC DISCS. 


FORM jqQ USE PREVIOUS 
9-72 1 EDI T IONS 
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OFFICE. DIVISION. BRANCH 


CONCURRENCE 


Office of XXX, Services Division 


item files identification 

NO. (TITLE, DESCRIPTION , ARRANGEMENT, AND INCLUSIVE DATES ) 


Chief, SD/XXX 


10 October 1973 


VOLUME 
(CUBIC FT. ) 


disposition instructions 


DIVISION SUBJECT FILES 


These are the correspondence and report files 
of the division responsible for reproduction, 
printing, and distribution matters. The files 
accumulate in the general administration of daily 
activities. Included are documents relating to 
personnel, training, workloads, production, secu- 
rity, and other related subjects. The official 
files are maintained in the Administration Branch. 
Filed according to Agency Subject Filing System. 

1972-to date. 


Temporary. Destroy after 2 years. 

Cut off at end of each calendar year; transfer 
to the Records Center 1 year thereafter. 

(6RS 13-2) 


REPRODUCTION REQUISITION FILE 

a. Reproduction requisition (pink copy), 

Work Ticket j work order, delivery ticket, control 
card, and related documents accumulated in the 
course of processing and controlling a job until 
completed. Filed by job number. 

(Current) 

b. Suspense copies of requisitions. 

REFERENCE PUBLICATIONS 


Temporary. Destroy after 1 year. 

Cut off at end of each fiscal year, retain for 
one year then destroy. (GRS 13-3a) 


Temporary. Destroy when jobs completed. 

(non record) 


25X1A 


Copies of Agency publications, commercial bro^ 
chures, catalogues, and publications of other 
Government agencies collected and maintained for 
reference purposes. Inc luded are Agency Re gula- 
tions, Agency Handbooks , trade 

journals, magazines, etc.^^HecRaTegoTOally by 
source 


Temporary. Screen periodically and destroy 
when superseded or no longer needed for 
reference purposes. (non record) 


FORM NO. j QQ USE PREVIOUS 
1 JAN 56 EDITIONS. 
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GLOSSARY OF RECORDS DISPOSITION TERMS 


A value of records to the agency that created 
them in carrying on its business. 

The permanently valuable records created or 
received by a governmental body for its 
official purposes and made a part of its 
official documentation. 

Removal of records Dy destruction or transfer. 

A document authorizing the disposal of a 
group of records no longer needed. This is 
a one-time authorization and permits disposal 
only of the precise records described. 

File Break A cut-off point in a file, usually based on a 

calendar or fiscal year date. Such breaks 
are often made to coincide with scheduled 
periods for destruction or transfer to a 
records center. 

File Copy A copy of a document in an official agency 

file. 

Fiscal Value A value of records for fiscal purposes, such 

as for financial collection, disbursement, 
budgeting, accounting, and related activities. 

General Records Schedules Schedules issued by tne General Services 

Administration covering records common to 
several or all agencies. Included in such 
records are the so-called "housekeeping" 
records. 

Historical Value A value of records for historical and similar 

research purposes. 

Housekeeping or Administra- Records pertaining to the running of an 

tive Records agency such as those relating to personnel, 

fiscal, and supply functions. 

Legal Value A value of records for legal purposes and 

pertaining to the rignts and obligations of 
the Government and of individuals. 

Non-record Material Papers or published materials which are not 

recognized by the agency as records as de- 
fined by the Records Disposal Act of 1943. 


Administrative Value 

Archives 

Disposal 
Disposal List 
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Permanent Records Records considered to be so valuable or unique 

in documenting the history of an agency or for 
other reasons that they are to be preserved as 
part of the Agency Archives for possible later 
transfer to the National Archives. 


Program Records 
Reading File 

Record Copy 

Records Control Schedule 

Records Disposition 


Retention Period 
Schedule 

Screening 

Temporary Records 


Records pertaining to activities or functions 
peculiar to an individual office or agency. 

An extra copy file of outgoing correspondence, 
usually arranged chronologically. Also called 
"day file." 

That copy of a document which is regarded by 
the agency as the most important or the key 
official copy. 

A document listing all files of an agency, 
office, or function; showing the records to 
be retained and those to be destroyed; and 
providing when the various files should be 
transferred from office to center- type space. 

The schedule provides for periodic transfer 
and disposal and may be used repeatedly. 

That area of records management concerned with 
planning the future of the records. Decisions 
are made as to whether the records should be 
retained permanently or for limited periods of 
time and when they should be moved from office 
to center- type space. These decisions are 
recorded in the Records Control Schedule. 

The stated period a record should be kept. 

A listing of records that have accumulated in 
an agency or that may in future accumulate, 
together with instructions as to their retention 
or eventual destruction. A schedule provides 
for periodic disposal and may be used repeatedly. 

A procedure by which selected disposable papers 
are physically separated from papers which are 
to be retained for a longer period or perma- 
nently. 

Records which are disposable as valueless after 
stated periods of time. 


- 2 - 
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Security Information 


STATUTES APPLICABLE 
TO THE 


MANAGEMENT AND PROTECTION 


FEDERAL RECORDS 


Prepared by: 

Records Management and Distribution Branch 
Administrative Service Office 
Central Intelligence Agency 
March, 1952 


SECRET 
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^ Security Information 


Records created or received by the Central Intelligence Agency 
in pursuance of the National Seourity Act of 1947 (Public Law 253 - 
80th Congress) as amended by the Central Intelligence Agency Act 
of 1949 (Publio Law 110 - 81st Congress),* or in connection with the 
transaction of public business, are the property of the United States 
Government. In determining the degree of propriety, as well as the 
creation, maintenance, protection, preservation and disposal of these 
records, the following references shall be considered: 

1. The National Security Act of 1947 as amended by the Central 
Intelligence Agency Act of 1949* 

2. The Federal Property and Administrative Services Act of 1949 

(Public Law 152- 81st Congress) . 

3. The Federal Records Act of 1950 (Title 5, Public Law 754)<v 

4* U.S. -Code 

5. Federal Reports Act (Public Law 831) 

6. Administrative Procedure Act (Public Law 404) 

7. The Records Disposal Act, Approved July 7, 1943 (57 Stat* / 

380, 44 USC 366), as amended July 6, 1945 (59 Stat. 434) ' 

8. Bureau of the Budget Bulletin 51-14> dated May 22, 1951 

a. As implemented by the Central Intelligence Agency. 

9. General Services Administration Regulations 

10. Records Program in the Central Intelligence Agency 


x 4t- The National Security Act of 1947 as amended by the 
Central Intelligence Agency Act of 1949 * 

» Sec. 7. In the interests of the security of the foreign intel- 
ligence activities of the United States and in order further to imple- 
ment the proviso of section 102 (d) (3) of the National Security Act 
_of 1947 (Public Law 253> Eightieth Congress, first session) that the 
Director of Central Intelligence shall be responsible for protecting 
intelligence sources and methods from unauthorized disclosure^) the 
Agency shall be exempted from the provisions of sections 1 ana 2, 
chapter 795 of the Act of August 28, 1935 (49 Stat. 956, 957} 5 U.S.C, 
654 ), and the provisions of any other law which require the publica- 
tion or disclosure of the organization, functions, names, official 
titles, salaries, or numbers of personnel employed by the Agency: 
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Provided, That in furtherance of this section, the Director of the 
Bureau of the Budget shall make no reports to the Congress in con- 
nection with the Agency under section 607, title VI, chapter 212 of 
the Act of June 30, 1945, as amended (5 U.jS.C. 947 (b) )•" 

* The Federal Property and Administrative Services Act of 
1949 * 

This law transferred the National Archives establishment and 
its function to the General Services Administration. In addition, 
the Administrator of G.S.A. was authorized to survey Federal records 
to determine the efficiency of operations and for other reasons. 

"Sec. 104. ( a ) The National Archives Establishment and its func- 
tions, records, property, personnel, obligations, and commitments are 
hereby transferred to the General Services Administration. There are 
transferred to the Administrator (l) the functions of the Archivist of 
the United States, except that the Archivist shall continue to be a 
member or chairman, as the case may be. of the bodies referred to in 
subsection (b) of this section, and (2) the functions of the Director 
of the Division of the Federal Register of the National Archives 
Establishment. The Archivist of the United States shall hereafter be 
appointed by the Administrator. 

"(b) There are also transferred to the General Services Adminis- 
tration the following bodies, together with their respective functions 
and such funds as are derived from Federal sources: (l) The National 
Archives Council and the National Historical Publications Commission, 
established by the Act of June 19, 1934 (48 Stat. 1122), (2) the 
National Archives Trust Fund Board, established by the Act of July 
9, 1941 (55 Stat. 581), (3) the Board of Trustees of the Franklin D. 
Roosevelt Library, established by the Joint Resolution of July 18, 

1939 (53 Stat. 1062), and (4) the Administrative Committee established 
by section 6 of the Act of July 26, 1935 (49 Stat. 501), which shall 
hereafter be known as the Administrative Committee of the Federal 
Register, The authority of the Administrator under section 106 hereof 
shall not extend to the bodies or functions affected by this subsection. 

w (o) The Administrator is authorized (l) to make surveys of Gov- 
ernment records and records management and disposal practices and ob- 
tain reports thereon from Federal agencies} (2) to promote, in coopera- 
tion with the executive agencies, improved records management practices 
and controls in such agencies, including the central storage or dis- 
position of records not needed by such agencies for their current use; 
and (3) to report to the Congress and the Director of the Bureau of 
the Budget from time to time the results of such activities." 


SECREi 
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* The Federal Records Act of 1950 * 

-RESPONSIBILITY FOR THE MANAGEMENT OF REC0RDS- 

Under the Federal Records Law specifib responsibility for the 
management of records is vested in the Administrator of the General 
Services Administration and the Head of each Federal Agency. 

-RESPONSIBILITY OF ADMINISTRATOR OF G.S.A.- 

"Sec, 505. (a) The Administrator shall make provisions for the 

economical and efficient management of records of Federal agencies 
(l) by analyzing, developing, promoting,and coordinating standards, 
procedures, and techniques designed to improve the management of 
records, to insure the maintenance and security of records deemed 
appropriate for preservation, and to facilitate the segregation and 
disposal of records of temporary value, and (2) by promoting the 
efficient and economical utilization of space, equipment, and supplies 
needed for the purpose of creating maintaining, storing, and servicing 
records. o 

- 

" (b) The Administrator shall establish standards for the selective 
retention of records of continuing value, and assist Federal agencies in 
applying such standards to records in their custody; and he shall notify 
the head of any Federal agency of any actual, impending, or threatened 
unlawful removal, defacing, alteration, or destruction of records in 
the custody of such agency that shall come to his attention, and assist 
the head of such agency in initiating action through the Attorney General 
for the recovery of such records as shall have been unlawfully removed 
and for such other redress as may be provided by law. 

"(c) The Administrator is authorized to inspect or survey person- 
nally or by deputy the records of any Federal agency, as well as to make 
surveys of records management and records disposal practices in such 
agencies, and shall be given the full cooperation of officials and em;r> 
ployees of agencies in such inspections and surveys; Provided, That re- 
cords, the use of which is restricted by or pursuant to law or for rea- 
sons of national security or the public interest, shall be inspected or 
surveyed in accordance with regulations promulgated by the Administrator, 
subject to the approval of the head of the custodial agency. 

"(d) The Administrator is authorized to establish, maintain, and 
operate records centers for the storage, processing, and servicing of 
records for Federal agencies pending their deposit with the National 
Archives of the United States or their disposition in any other manner 
authorized by law; and to establish, maintain, and operate centralized 
microfilming services for Federal agencies. 

"(e) Subject to applicable provisions of law, the Administrator 
shall promulgate regulations governing the transfer of records from 
the custody of one executive agency to that of another. 
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"(f) The Administrator may empower any Federal agency, upon 
the submission of evidence of need therefor, to retain records for a 
longer period than that specified in disposal schedules approved by 
Congress, and, in accordance with regulations promulgated by him, may 
withdraw disposal authorizations covering records listed in disposal 
schedules approved by Congress;" , 


"Sec. 507 (a) The Administrator, whenever it appears to him to 
be in the public interest, is hereby authorized - 

"(l) to accept for deposit with the National Archives of the 
United States the records of any Federal agnecy or of the Con- 
gress of the United States that are determined by the Archivist 
to have stiff icient historical or other value to warrant their 
continued preservation by the United States Government; 

"(2) to direct and effect, with the approval of the head of the 
originating agency (or if the existence of such agency shall have 
been terminated, then with the approval of his successor in func- 
tion, if any), the transfer of records deposited (or approved for 
deposit) with the National Archives of the United States to public 
or educational institutions or associations f Provided, That the 
title to such records shd.ll remain vested in the United States un- 
less otherwise authorized by Congress; and 

"(3) to direct and effect the transfer of materials from private 
sources authorized to be received by the Administrator by the pro- 
visions of subsection (e) of this section, 

n (b) The Administrator shall be responsible for the custody, use, 
and withdrawal of records transferred to him: Provided, That whenever 
any records the use of which is subject to statutory limitations and 
restrictions are so transferred, permissive and restrictive statutory 
provisions with respect to the examination and use of such records appli- 
cable to the head of the agency from which the records were transferred 
or to employees of that agency shall thereafter likewise be applicable to 
the Administrator, the Archivist, and to the employees of the General Ser- 
vices Administration, respectively: Provided further, That whenever the head 
of ahy agency shall specify in writing restrictions that appear to him to 
be necessary or desirable in the public interest, on the use or examination 
of records being considered for transfer from his custody to the Administra- 
tor, the Administrator shall impose such restrictions on the records so trans- 
ferred, and shall not remove or relax such restrictions without the concur- 
rence in writing of the head of the agency from whioh the material sh all 
have been transferred (or if the existence of such agency shall have been 
terminated, then he shall not remove or relax such restrictions without 
the concurrence of the successor in function, if any, of such agency head): 
Provided, however, That statutory and other restrictions referred to in 
the provisos of this subsection shall not remain in force or effect after 
the records have been in existence for fifty years unless the Administrator 
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by order shall determine with respect to g; fl >cif ic bodies of records 
that such restrictions shall remain in for 1 and effect for a longer 
period: And provided further, That restric ons on the use or exami- 
nation of records deposited with the Naticusl Archives of the United 
States heretofore imposed and now in force and effect under the terms 
of section 3 of the National Archives Act approved June 19, 1934, 
shall continue in .force and effect regardless of the expiration of the 
tenure of office of the official who imposed them but may be removed 
or relaxed by the Administrator with the concurrence in writing of the 
head of the agency from which material has been transferred (or if the 
existence of such agenoy shall have been terminated, then with the con- 
currence in writing of his successor in function, if any), " 


i, 

"Sec. 508 (a) The Administrator is hereby authorized, whenever 
he deems it necessary, to obtain reports from Federal agencies on their 
activities under the provisions of this title and the Act approved July 
7, 1943 (57 Stat. 38O-383), as amended July 6, 1945 (59 Stat. 434). 

"(b) The Administrator shall, whenever he finds that any provi- 
sions of this title have been or are being violated, inform in writing 
the head of the agency concerned of such violations and make recommen- 
dations regarding means of correcting them. Unless corrective measures 
satisfactory to the Administrator are inaugurated within a reasonable ■ 
time, the Administrator shall submit a written report thereon to the 
President and the Congress." 

-RESPONSIBILITY OF AGENCY HEADS- 

"Sec. 506. (a) The head of each Federal agency shall cause to be 
made and preserved records containing adequate and proper documentation 
of the organization, functions, policies, decisions, procedures, and 
essential transactions of the agency and designed to furnish the infor- 
mation necessary to protect the legal and financial rights of the Govern- 
ment and of persons directly affected by the agency's activities. 

"(b) The head of each Federal agency shall establish. and maintain 
an active continuing program for the economical and efficient manage- 
ment of the records of the agency. Such program shall, among other 
things, provide for (l) effective controls over the creation, mainte- 
nance, and use of records in the conduct of current business; (2) 
cooperation with the Administrator in applying standards, procedures, 
and techniques designed to improve the management of records, promote 
the maintenance and security of records deemed appropriate for preser- 
vation, and facilitate the segregation and disposal of records of tem- 
porary value;. and (3) compliance with the provisions of this title and 
the regulations issued thereunder. 


SECRET 

Approved For Release 2001/08/3&,; r j($y5MRQR&4-00390R0001 00030003-1 


Approved ForRelease 2001/08/30 : CIA-RDP74-00390R0001 00030003-1 

-6- SECRET 

Security Information 

” Whenever the head of a Federal agency determines that sub- 
stantial economies or increased operating efficiency can be effected 
thereby, he shall provide for the storage^ processing, and servicing 
of records that are appropriate therefor in* a records center main- 
tained and operated by the Administrator or, when approved by the 
Administrator, in such a center mainftt i^Lped and operated by the head 
of such Federal agency. 

" (d) Any official of the Government who is authorized to certify 
to facts on the basis of records in hisi custody, is hereby authorized 
to certify to facts on the basis of records that have been transferred 
by him or his predecessors to the A*tu$nistrator. 

"(e) The head of each Federal agency shall establish such safe- 
guards against the removal or loss of records as he shall determine to 
be necessary and as may be required by regulations of the Administra- 
tor. Such safeguards shall include making it known to all officials 
and employees of the agency (l) that no records in the custody of the 
agency are to be alienated or destroyed except in accordance with the 
provisions of the Act approved July 7, 1943 (57 Stat. 380 - 383), as 
amended July 6, 1945 (59 Stat. 434/ j and (2) the penalties provided by 
law for the unlawful removal or destruction of records. 

M (f) "The head of each Federal agency shall notify the Administra- 
tor of any actual, impending, or threatened unlawful removal, defacing, 
alteration, or destruction of records in the oustody of the agency of 
which he is the head that shall come to his attention, and with the 
assistance of the Administrator shall initiate action through the Attor- 
ney General for the recovery of records he knows or has reason to be- 
lieve have been unlawfully removed from his agency, or from any other 
Federal agency whose 'records have been transferred to his legal custody. 

w (g) Nothing ir this title shall be construed as limiting the au- 
thority of the Comptroller General of the United States with respect to 
prescribing accounting systems, forms, and procedures, or lessening the 
responsibility of collecting and disbursing officers for rendition of 
their aocounts for settlement by the General Accounting Office.” 

* The U.S. Code * 

The U.S. Code quotes certain basic regulations and penalties with 
respect to the maintenance and protection of records in all Federal 
agencies. Title 5, Seotion 22 states: 

"See. 22. Departmental regulations. The head of each department 
is authorized to prescribe regulations, not inconsistent with law, for 
the government of his department, the conduct of its officers and clerks, 
the distribution and performance of its business, and the custody, use, 
and preservation of the records, papers, and property appertaining to it. 
(R.S. Sec. 161).” 
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Pertinent decisions based on this Section are as follows* 

"Implied power of head of department. - The head of a government 
department does not have to show statutory authority for everything he 
does, reasonable latitude in the exercise of discretion being implied. 

(1924) 34 OP, Atty. Gen. 320." 

0 

"Power considered administrative. - the power conferred by this 
section is administrative and not legislative. U.S. v. George (Neb. 

1913) 228 U.S. 14, 33 S. Ct. 412, 57 L. Ed. 712." ----- 

"Implied legislative ratification. - When Congress permits the 
orders of an executive department to be formulated as regulations, and 
published, and carried into effect, the legislative ratification must 
be implied. Maddox v. U.S. (1885) 20 Ct. Cl. 193, 19,7." 

"Effect as to third persons. - No authority is created by this 
section which enables the heads of departments to make rules for the 
conduct of persons not connected with the departments, but such regula- 
tions, when made, are exclusively for the government of the department, 
and the conduct of its officers, and the preservation of the papers and 
property belonging to the department. (1883) 17 Op. Atty. Gen. 524.” 

•Adoption of regulations? usage. - Usages have been established 
in every part of the government, which have become a kind of common law, 
and regulate the rights and duties of those who act within their respec- 
tive limits. U.S. v. Macdaniel (Dist. Col. 1833) 7 Pet. 1, 14, 8 L. Ed. 

587. See Benson v. Henkel (N.Y. 1905) 25 S. Ct. 569, 571, 198 U.S. 1, 

49 L. Ed. 919. 

• 

"The regulations mentioned in this section need not be promulgated 
in any set form, nor in writing, but may consist of established usages, 
and practices which have become a kind of common law of the department. 

Haze v. Henkel (N.Y. 1910) 216 U.S. 462, 30 S. Ct. 249, 54 L. Ed. 569. 

See also International By Co. v. Davidson (C.C.A. N.Y. 1921) 273 F. 

153, affirming (D.C. 1920 271 F. 313, and reversed on other grounds 
(1922) 42 S. Ct. 179, 257 U.S. 506, 66 L. Ed. 341. 

"The requirement by the department under whose authority an officer 
is acting, such as will make his action official, need not be prescribed 
by written rule or regulation. It may also be found in an established 
usage which constitutes the common law of the department, and fixes the 
duties of those engaged ih its activities. In numerous instances, duties 
not completley defined by written rules are clearly established by settled 
practice. U.S. v. Birdsall (Iowa, 1914) 34 S. Ct. 512, 514, 233 U.S. 223, 

53 L. Ed. 930." 

"The archives of a department are not in the possession of the head 
of the department or chief of a bureau, but in the possession of the United 
States, and papers cannot be taken therefrom, by replevin against such 
officer, on a claim of them a a private property, (1853) 6 Op. Atty, Gen. 7." 
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"The records of Executive Departments are quasi-confidential in their 
nature, and must be classed as privileged communications whose production 
cannot be compelled by a court without express authority of law. And the 
head of an Executive Department may properly decline to furnish official 
records of his Department, or copies thereof, or to give testimony in a 
cause pending in court between private parties, respecting facts which 
have come to his knowledge officially, whenever in his judgment the pro- 
duction of such papers or the giving of such testimony might prove pro- 
judicial, for any reason, to the government or to the public interest. 
(1905) 25 Op. Atty. Gen. 326, Sec, also, (1877) 15 Op. Atty. Gen. 378, 

415; (1878) 16 Op. Atty. Gen. 24. 

"Where the disclosure of facts stated, etc., in communications 
which are not privileged, as made in the course of official and public 
duties, would, in the judgment of the head of the department, be attended 
with serious damage to the public interest, the department would be justi- 
fied in representing to the court that, upon public considerations, it 
declined to furnish such communications. (1877) 15 Op. Atty. Gen. 415, 
416." 

"Force and affect of regulations a3 law generally. - A regulation 
prescribed by the head of a department, within this section^ when not in- 
consistent with law, has the force of law. Cahn v. U.S. (Kan. 1894) 14 S. 
Ct. 513, 517, 152 U.S. 221, 38 L. Ed. 415; Ex parta Reed (1879) 100 U.S. 

13, 25 L. Ed. 538; (1895) 21 Op Atty. Gen. 122. 

"A regulation of a department, in conformity to a particular act of 
Congress, becomes a part of the law, and of a binding force as if incor- 
porated in the body of the law itself. Wilkins v. U.S. (Pa. 1899) 96 F. 
839, 841, 37 C.C.A. 588, writ of certiorari denied (1899) 20 Sup. Ct. 1023, 
175 U.S. 727, 44 L. Ed. 339; U.S. v. SLbray (C.C. Pa. 1910) 178 F. 144, 
reversed on other grounds (1911) 185 F» 4°1, 107 C.C.A. 483; 

U.S. v. Barrows (D.C. Pa. 1869) Fed. Css. No. 14,529, 1 Abb. U.S. 351; 

In re Aliens (D.C. N.I. 1916) 231 F. 335; Peterson v. U.S. (C.C.A. Hawaii, 
1923) 287 F. 17." 

"While the head of an executive department is limited in what he 
dons by the law, he need not show express statutory authority for an 
administrative detail incident to a power conferred. U.S. v. Macdaniel 
(Dist. Col. 1833) 7 Pet. 1, 14, 8 L. Ed. 587; Staall v. U.S. (1909) 

45 Ct. Cl. 13; (1911) 28 Op. Atty. Gen. 549." 

Title 18, Paragraph 2071. 

"2071. Concealment, removal, or mutilation generally. 

n (a) Whoever willfully and unlawfully conceals, removes, muti- 
lates, obliterates, or destroys, or attempts to do so, with intent to do 
so takes and carries away any record, proceeding, map, book, paper, docu- 
ment, or other thing, filed or deposited with any clerk or officer of any 
court of the United States, or in any public office, or with any judicial 
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or public officer of the United States, shall be fined not more than 
$2,000 or imprisoned not more than three years, or both# 

"(b) Whoever, having the custody of any such record, proceeding, 
map, book, document, paper, or other thing, willfully and unlawfully con- 
ceals, removes, mutilates, obliterates, falsifies, or destroys the same, 
shall be fined not more than $2,000 or imprisoned not more than three 
years, or both; and shall forfeit his office and be disqualified from 
holding any office under the United States*" 


* The Defense Production Act * 

"Section 705 • • . . « (e) Information obtained under this section 
which the President deems confidential or with reference to which a 
request for confidential treatment is made by the person furnishing 
such information Shall not be published or disclosed unless the Presi- 
dent determined that the withblding therof is contrary to the interest 
of the national defense, and any person willfully violating this pro- 
vision shall, upon conviction, be fined not more than $10,000, or im- 
prisoned for not more than one year, or both*" 

"Section 710 . . . * .(e)"! Whoever, being an officer or employee of 
the United States or any department or agency thereof (including any 
Member of the Senate or House of Representatives), receives, by virtue 
of his office or employment, confidential information, and (l) uses such 
information in speculating directly or indirectly on any commodity ex- 
change, or (2) discloses such information for the purpose of aiding any 
other person so to speculate, shall be fined not more than $10,000 or 
imprisoned not more than one year, or both. As used in this section, 
the term "speculate" shall not include a legitimate hedging transaction, 
or k purchase or sale which is accompanied by actual delivery of the 
commodity." - 


* The Federal Reports Act * 

"Section 4. (a) In the event that any information obtained in con- 
fidence by a Federal agency is released by that agency to another Federal 
agency, all the provisions of law (including penalties) which relate to 
the unlawful disclosure of any such information shall apply to the officers 
and employees of the agency to which such information is released to the 
same extent and in the same manner as such provisions apply to the officers 
and employees of the agency which originally obtained suoh information; 
and the officers and employees of the agency to which the information is 
released shall in addition be subject to the same provisions of law (in- 
cluding penalties) relating to the unlawful disclosure of such information 
as if the information had been collected directly by such agency. 

"(b) Information obtained by a Federal agency from any person or 
persons may, pursuant to this Act, be released to any other Federal agency 
only if (1) the information shall be released in the form of statistical 
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totals or summaries} or (2) the information as supplied by persons to a 
Federal agency shall not, at the time of collection, have been declared 
by that agency or by any superior authority to be confidential} or (3) 
the persons supplying the information shall consent to the release of it 
to a second agency by the agency to which the information was originally 
supplied} or (4) the Federal agency to which ^mother Federal agency 'shall 
release the information has authority to collect the information itself 
and such authority is supported by legal provision for criminal penalties 
against persons failing to supply such information." 


"Section 7. As used in this Act - 

•» 

"(c) The term "information"' means facts obtained or solicited by 
the use of written report forms, application forms, schedules, ques- 
tionaires, or other similar methods calling either (l) for answers to 
identical questions from ten or more persons other than agencies, instru- 
mentalities, or employees of the United States or (2) for answers to 
questions from agencies, instrumentalities, or employees of the United 
States which are to be used for statistical compilations of general 
public interest." '' 


* Administrative Procedure Act * 


ADMINISTRATIVE PROCEDURE ACT 

"Section 3. Except to the extent that there is involved (l) any 
function of the United States requiring secrecy in the public interest 
or (2) any matter relating solely to the internal management of an agency- 

"(q) RULES. — Every agency shall separately state and currently 
publish in the Federal Register (l) descriptions of its central and 
field organization including delegations by the agency of final autho- 
rity and the established places at which, and methods whereby, the 
public may secure information or make submittals or requests} (2) state- 
ments of the general course and method by which its functions are chan- 
neled and determined, including the nature and requirements of all formal 
or informal procedures available as well as forms and instructions as to 
the scope and contents of all papers, reports, or examinations} and (3) 
substantive rules adopted as authorized by law and statements of general 
policy or interpretations formulated and adopted by the agency for the 
guidance of the public, but not rules addressed to and served upon named 
persons in adcordance with law. No person shall in any manner be required 

to resort to organization or procedure not so published. 

/ 

/ 

"(b) OPINIONS AND ORDERS. — Every agency shall publish or, in 
accordance with published rule, make available to public inspection all 
final opinions or orders in the adjudication of cases (except those re- 
quired for good cause to be held confidential and not cited as precidents) 
and all rules. 

SECRET 
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" (c) PUBLIC RECORDS. ~ Save as otherwise required by statute, 
matters of official record shall in accordance with published rule be 
made available to persons properly and directly concerned except infor- 
mation held confidential for good cause found.' 1 


* Bureau of the Budget Bulletin 51-14 * 

"This Bulletin deals with the plans of all Federal agencies with 
respect to the availability of indispensable records for emergency use. 

These plans for the protection of indispensable records were enumerated ? 
in a memorandum from the Administrator of General Services Administration . 
to the heads of Federal Agencies dated October 31> 1950. This memorandum 
transmitted an Outline of Minimum Standards for an Agency's Documentary 
Protection Program, and identified indispensable documents as follows: 

"1* Identification of Indispensable Documents 

"(a) Standards for the determination of indispensable documen- 
tary materials cannot be established categorically. Records selected for 
protection must be of such character that their loss would seriously imperil 
the performance of functions essential to the maintenance of the U. S. Govern- 
ment under emergency conditions. 

"(b) Priorities as to indispensability are suggested as follows: 

"(l) Records vital to the military effort of the nation — 
the operations of the Armed Forces. 

" (2) Records vital to the mobilization and protection of 
the material and manpower resources of the nation. 

"(3) Records vital to the maintenance of public health, 
safety, and order. 

"(4) Records vital to the protection of the rights of indi- 
vidual citizens." 

Implimentlng 51-14 in the Central Intelligence Agency - see exhibit 1 
for the details of this activity. 


* G.S.A. Regulations * 

A copy of these' regulations is attached as exhibit 2. 


* C.I.A. Records Program * 

See exhibit 3 for the details of this program. 
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SUBJECT: Operating Procedure for Vital Materials Program 

1* PURPOSE: The purpose of this procedure is to institute a 

program for the orderly deposit of all vital materials* 
such as documents, records* and equipment pertinent 
to the activities of the organizational components 
of 01 A* in a repository for safe keeping. 

2. DEFINITIONS: 

a. Vital Materials - Vital materials are those 
specific items in the possession of CIA which 
are essential to the agency on a continuing 
basis and which, in the event of destruction* 
would coBtitute an irreplaceable loss. 

b* Area Records Officer - An Area Records Officer 
is an individual designated by an office head 
to act in all matters pertaining to vital 
materials within his jurisdiction* 

o, QUA Vital Materials Officer - The CIA Vital 
Materials Officer is the Chief, Records Manage- 
ment and Distribution Branoh, General Services 
Division* Administrative Services, Ho is 
designated to coordinate the vital materials 
program for the entire agency, 

d» The Repository - The repository is a place where 
' vital materials are being stored for safe keeping. 

t ■ : 

e, Custodian of the Repository - The Custodian of the 
Repository (hereinafter referred to as the 
Oustodiarv is an individual designated to administer 
the functions of the Repository, 

f. Office of Origin - An ’’Office of Origin” is an 

, office holding custodial jurisdiction over 

certain vital materials which, pursuant to the 
purpose of this program, should bo moved to a 
place of safe keeping* 

3. CATAQORIES OF VITAL MATERIALS : Charts 1, 2 and 3, Appendix A 

oomprise a tabulation of the categories of vital 
materials by office of origin. Adherence to an 
organizational and functional listing of vital 
materials is essential to an overall agency records 
control program and* alBo* to preclude unnecessary 
duplication in reproduction requirements. 

SECRET 
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a« Safe storage of vital materials in original or 

reproduced form in a repository on a timely basis# 

b# Maintenance of the quality of film, legibility of 
images and continuity "of indices with respect to 
reproduced materials# 

C# Security for the physical transfer of vital - 
materials to the repository# 

d# The systematic filing and storage of vital 

materials to provide for appropriate reference' 
coding and essential inventory,. purposes# 

e e The disposition of those vital materials which 
become non-record or non-current for reference 
purposes® 

f 9 The submission of periodic inventory reports to 
.. Offices of Origin by the Custodian# , 

• ’ 

YSTBM s The deposit of vital materials in original 
form will be construed as a direct method of effecting 
storage® The deposit thereof in reproduced form, 
such as by use of microphotography, will be construed 
as an indirect method# 

a# Requirements ~ ■ 


(1) Scheduling the flow of vital materials 
to the repository# 

(2) Scheduling reproduction operations# 

(3) Completing the physical transfer of the 
materials under secure circumstances# 

Deposit Schedule - Effective 25 Juno 1951$ deposits 
of vital materials will be made in the repository on 
Friday of each week. The CIA Vital Materials. 
Officer will arrange for transportation , security, 
and other essential details# 

Visits to Repository ~ An Area Records Officer 
making a direct deposit may accompany the CIA 
Vital Materials Officer to the repository# 
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d e Weekly Report - The CIA Vital Materials Officer 
will compile Report Form _____ "Vital Materials 
Placed in Repository 0 for rendition each week 
to the Chief, Administrative Services. This 
report will reflect in#® composite manner the 
deposit activity for each Office of Origin on a 
oumulatilre . basis. An office having no vital 
materials for deposit within a single week will 
advise the CIA Vital Materials Officer before 
Friday of each week# 

6* FUNCTIONS ? The operating elements will perform the following 
‘ functions, respectively! 

a. Area Records Officer - The Officer will: 

* (l) Select, prepare, and identify vital 

• materials as authorized for transfer 

directly from the office of origin to the 
repository. 

(2) Select, prepare, and identify vital materials 
pursuant to predetermined schedules for 
transfer indireotly from the office of origin 
•through the CIA Vital Materials Officer to 
the repository. 

(3) Prepare and initiate CIA Form No. 

'•Transfer Slip", as appropriate. 

(4) Hold vital materials to be transferred in 

' suspense file pending date of scheduled 

deposit. 

(5) Accompany CIA Vital Materials Officer to 
the repository on dates of scheduled 

l deposits, as appropriate^ to make physical 
deposits of vital materials* 

(6) Bring to the attention of the Assistant 
Director or Chief any changes in the inven- 
tory that have occurred since the previous 
quarterly report. 

(7) Consult with the CIA Vital Materials Officer 
on a continuing basis on matters pertaining 
to vital materials under his jurisdiction* 

(8) Initiate, exeoute and process forms, certifi- 
cates, and reports either as prescribed 
herein or as requested by the CIA Vital 
Materials Officer. 
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CIA Vital Materials Officer ■- The Officer will 
advise and assist Area Records Officers on a 
continuing basis on matters pertaining to vital 
materials and will coordinate the Vital Materi- 
als Program on an. operating basi3 by preparing 
and furnishing schedules, and completing 
arrangements for the physical transfer of 
vital materials directly or indirectly from 
Offices of Origin to the Repository; also, by: 

(1) Verifying the schedules to insure that offices 
are forwarding vital materials on a continu- 
ing basis* 

(2) Duplicating vital materials where original 
copies cannot be deposited, and establishing 
schedules therefor* 

(3) Inspecting quality of duplicating processes 
used for vital materials. 


(4) , .Completing CIA Form No. 
as appropriate. 


"Transfer Slip", 


(5) Making scheduled visits to the Repository 
for the deposit of vital materials* 

(6) Maintaining control file of receipts for 
duplicated vital materials signed by the 
Custodian upon deposit in the Repository, 

(7) Procuring of personnel and equipment ; 
essential to implement the vital materials 
program with respect to indirect deposits. 

Custodian - The Custodian Will: 


Receive, verify and receipt for vital 
materials deposited through the CIA Vital 
Materials Officer* 


Complete CIA Form No, 
as appropriate. 


"Transfer Slip", 


(3) Establish and maintain an appropriate 

reference system that will provide broad 
codification to facilitate access to vital 
materials, / 

(4) Prepare and furnish periodic inventory 
reports to the several Offices of Origin, 

(5) Complete destruction or return of vital 
materials to Offices of Origin, os directed. 
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JTROL OF VITAL MATERIALS — The following procedure is prescribed 

for the control of Vital Material: 

a* Transfer Slip - CIA Form No. "Transfer Slip" (See 

Appendix B) has been devised as a basic means of 
establishing administrative control over vital materials 
flowing to the repository by both direct and indirect 
methods of deposit. This is a four-part manifold form 
which provides for the recording of specific control 
data by each of the three operating elements, 
respectively, as follows: 

(1) The Area Records Officer — The Officer will 
initiate the form, recording in the. spaces provided 
essential identifying data such as office of origin, 
date> deposit number, description of material, 

date and number of pages, and also the deposit 
method, retention period and replacement data, 

(2) Vital Materials Officer — The Officer will 
ebmplete the Spaces provided for reproduction 
data such as reel number, frame number, date and 
also, record the transfer date and any special 
instructions 

(3) The Custodian — The Custodian will complete the 

, 1 spaces provided for the storage numbers i. e, 

cabinet and drawer and, subsequently, the dispo- 
sition dates for either the destruction or return 
of the vital materials to the Office of Origin, 

b. Deposit Numbers — Each Area Records Officer will main- 
tain a separate series of deposit numbers in numberical 
sequence, 

0 , Distribution of Copies — Each copy of the form reflects 
the required distribution and, thus, is self-explanatory. 
Each Area Records Officer will maintain a control file 
of copies Numbered 1 and 3, Copy Number 1 will be 
placed in the control file before the vital materials 
are moved to the repository. Copy Number 2 will be 
fastened securely to the material and remain therewith 
while in storage. Copies Numbered 3 and 4 will be 
taken to the repository by the Area Records Officer 
where the Custodian, after executing the receipt 
(Copy Number 3), for indirect deposits, will place 
copy Number 4 in his control file. The foregoing will 
apply to both direct and indirect methods of deposit 
except that in the case of indirect deposits, tho Area 
Records Officer will not separate the copies of the form 
for distribution until after reproduction operations 
have been completed, 

SECRET 1 

Approved For Release 2001/08/30 : CIA-RDP74-00390R0001 00030003-1 

« 5 - 


Approved For Release 2001/08/30 : CIA-RDP74-00390R0001 00030003-1 

SECRET 1 


d* Receipt — The Custodian will execute the receipts 
for indirect deposits,, However, as he will have no 
knowledge of the contents of direct deposits he will 
not be required to receipt therofor nor compile 
reports of possession thereon, 

IDENTIFICATION OF VITAL MATERIALS — The identification of vital 

materials is prescribed as follows! 

a. Title page — All materials recommended for storage as 
vital will reflect the Office of Origin, the long and 
short title and serial number whic.|. w;j.ll conform with 
the file series established for aas!' office respectively, 
as provided in Appendix B» The wpf 1 “vital" will appear 
on the outside cover of all material.^ Whepp the 
material concerns a document, as such, the datg pren. 
scribed above will appear on the title page I' inside 
front cover), and each succeeding volun© cif i, multi- 
volume dooument will bear a separate sjprt title. 

Where the materials entail records only, the subject 
matter of each group in the records series will be 
substituted for the n title" as appropriate. Where 
the material comprises equipment, the name, make 
and model number will suffice for the "title”, 

b. Correspondence and Reports — All references to vital 
materials in possession, inventory or transfer, such 
as reports, reports of destruction, or correspondence 
will be by serial number, date and short title only. 

In using a short title every symbol of the short title 
will be included. Any correspondence on paper which 
refers to vital materials by titles other than the 
shoirt titles will be assigned a minimum security classi- 
fication of SECRET 1 , i, e,, if the reference disoloses 
that the material is vital, 

i 

o. Revision of Vital Materials — A revised edition of 
existing vital materials may be assigned a new short 
title but, where this is undesirable, the old short 
title followed by a symbol which will differentiate 
the revised edition from the old is permissible, 

d. Reproduction — Reproduction of vital materials in 
whole or part is forbidden except by specific author- 
ization of the office of origin. When authorized, a 
reproduction will show the reproducing office, 
authority for such reproduction, and the number of 
copies reproduced. In addition the Office of Origin 
will be notified, 

SECRET- 
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e* Transfer of Vital Materials — When vital materials 
are transferred from one Office of Origin to another* 
or the organization’s designation changes, a certifi- 
cate of transfer will be made in triplicate by the 
assignee or the successor organization* The certifi- 
cate will be signed by the Area Records Officer 
transferring the material. The original and one copy 
will be forwarded to the CIA Vital Materials Officer 
who in turn will forward both copies to the Custodian 
of the Repository for receipt and acknowledgement* 

A copy of the certificate of transfer will be retained 1 
by each office concerned, 

’ I 

f * Destruction of Vital Materials — Normally, the Office 
of Origin will designate when vital materials are to 
be removed from the Repository and destroyed. The 
Custodian will be responsible for the disposition c£ 
vital materials which are to be destroyed at the 
Repository, In this responsibility, he will adhere 
to CIA Security Regulations covering the destruction 
of classified material, A copy of the certificate 
of destruction will be forwarded to the Office of 
Origin and to the CIA Vital Materials Officer for 
record. 


9* INVENTORY OF VITAL MATERIALS — 

a. The Custodian will maintain a master inventory of all 
vital material by Office of Origin and will make, or 
have made, each quarter of every year, an accurate 
return thereof to each office concerned, respectively, 

b* In making the quarterly report of possession the 
following details will be observed! 

(1) Each item will be physically inspected and its 
serial deposit number checked with the inventory, 

(2) ' The Custodian of the Repository will take the 

inventory and will sign the report, 

o, A quarterly report of possession will not be required 
fors < 


(1) Vital Materials which have been received, 
subsequently destroyed, and a destruction report 
rendered thereon within a single quarterly period, 

(2) Materials which have been placed in the Repository 
for historical purposes only, with the express 
approval of the Custodian, 

(3) Materials which have been received by direct 
deposit. 
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GENERAL SERVICES ADMINISTRATION TRANSMITTAL LETTER NO, 1 

Washington 25, D. C. Dac&rabar 6 , 1951 


REGULATIONS OF THE GENERAL SERVICES ADMINISTRATION 
TITLE 3, FEDERAL RECORDS 


To* Heads of Federal Agencies 

1. Material Transmitted 

Attached are Chapters I and IV of Title 3, Federal Records, Regulations 
of the General Services Administration. Chapter I contains General 
Provisions and Chapter IV prescribes regulations governing the Dispo- 
sition of Federal Records. 

This is the first issuance of Regulations of the General Services Ad- 
ministration in codified form, announcement of which was contained in 
General Services Administration Circular No. 28, dated October 4, 1951. 

2. Supplies of Forms 

Standard Forms 115, Request for Authority to Dispose of Records, and 
115a, Continuation Sheet, and GSA Forms 467, Annual Statistical Summary 
of Records Holdings, and 468, Agency Records Center Annual Report*,, are 
prescribed by these Regulations. Supplies of the standard forms raajhlpe 
obtained on and after December 20, 1951, by the submission of purchase ' 
orders to the appropriate GSA Federal Supply Center. Supplies of the 
GSA Forms may be obtained, upon request, from the Office Services and 
Supply Division, Office of Management, General Services Administration, 
Washington 25, D. C. 

3. Completion of Title 3 

Chapter II, Creation of Records, Chapter III, Organisation, Maintenance, 
and Use of Records, and Sections 102 and 103 of Chapter IV, are in pro- 
cess of preparation and will be issued at an early date. 

4. Rescissions 

Regulations of the National Archives Council, adopted July 29, 1949 
(14 F.R* 5405), and the Resolution concerning the Transfer of Records 
to the National Archives, adopted by the National Archives Council 
November 9, 1944, are hereby superseded. 

fr‘* 

5. Rffeotlve Date 

The Regulations transmitted herewith shall elfootivo immediately. 

/ JESS LARSON 
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Regulations 
of the, . 

General Services Administration 


General . Regulations prescribed by the Administrator of General Ser- 
■ vices "pursuant to the provision!, of , Public Law 152, Gist Congress, as 
amended, and other law, having continuing application to Government 
agencies and to the public will be 'codified into a five title edition 
entitled "Regulations of tb® General -Services Administration.," These 
Regulations will include all pClioy directives, procedures, general 
delegations of authority, GSA and Standard Forms and similar regula- 
tory material., ... 4 .. , 

Title Numbers and Subjects . When completed the .codified edition of 
fclhe Regulations " will consist of the following: 

. Title 1 Personal Property* Management , . 

Title 2 Real Property Management . 

Title 3 Federal Records 
Title 4 finergenoy Procurement 
Title 5 Contract Settlement 

Method of Issuance . Codified Regulations are issued in loose leaf 
form to permit the insertion or removal of pages upon which additions 
to, or deletiona or revisions of, regulatory statements are made 
necessary by ohanges in polioy or faot. Revised or added pages will 
be Issued as needed, and the material under eaoh Title shall be kept 
, up to date by all persons who are responsible for the operation of 
any phase of an agency program whloh is effeoted by the Regulations 
of the General Servloee Administration* 


Internal Numbering System . Titles are divided into numbered and 
titled chapters, parts, sections and subsections, to denote delinea- 
tion between subordinate functional areas under the main title* 

Farts, sections and subsections are identified by a five digit number- 
ing system. The first digit identifies the part; the second and third 
digits Identify the section; and the fourth and fifth digits identify 
the subsection. For purposes of reference a subsection will be identi- 
fied by using the title number, the chapter number and the full section 
number. For example, the first subsection of the first section under 
Chapter ll of , Title 2, will be referenced as GSA Regulation 2-11-201*01. 
The first number identifies the title and the second number identifies 
the ohapter. Paragraphs and subparagraphs are identified by small 
alphabetical letters and by arable numerals respectively: for example, 
paragraph a, subparagraph 1* Thus a paragraph and subparagraph under 
section 201.01 of Part 2 will be referenced for identification pur- 
poses as subparagraph a.l. of GSA Reg. 2-II-201.01, or GSA Reg. 
2-II-201.01a.l. Further subdivisions, when necessary, will be identi- 
fied in order by letters and numerals in parentheses, e.g., (a) and (l). 

Pages are identified in the upper right or left corner to show the 
title, chapter, part, section and subseotion in which they belong. 

For example, a page bearing the identification "GSA Reg. 2-II-201.04" 
belonga in Chapter II, Part 2, Section 1, subsection 4, of Title 2, 

Real Property Management. The Identification shown at the top of the 
page will be the number of the first subsection beginning on that 
page. When a subsection extends beyond one page, the continuation 
page is further identified by "(Cont'd- )" appearing after the sub- 
seotion number at the top of the page; for example, (Cont'd-2). 
(Cont’d-3), etc. 

After the original issuance of material under a title revised or added 
pages will be identified by the following statement in the upper right 
or left corner immediately below the page identification (Revised (date)) 
or (Added (date)). 
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Tranamlttal Letters . The original Issuance and revised and added 
material will be promulgated and distributed to agencies under cover 
of a series of consecutively numbered transmittal letters for each 
title. The tranamlttal letters will be designed to serve the follow- 
ing purposes: 

1. Transmit as an attachment the pages to be substituted or added 
and give instructions for insertion. 

2* State the purpose of the new regulation or the change in policy 
involved. 

9. Give auoh nonrecurring instructions as may be neoessary to effect 
the new or ohanged regulation and the date such regulation shall 
be made effective. 

For reference purposes transmittal letters should be retained* and may 
be plaoed in the baok of the cover for the particular title; or may be 
detached and filed separately. 
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authentication 


In accordance with the authority vested in the 
Administrator of General Services, I hereby declare 
that the Regulations of the General Services Admin- 
istration, Title 3, Federal Records, shall be the 
Regulations governing the management of the records 
of Federal agencies until modified by order of the 
Administrator or by law. 

JESS LARSON 
Administrator 
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TITLE 3 FEDERAL RECORDS 
CHAPTER I GENERAL PROVISIONS 
PART 1 INTRODUCTION 
SECTION 101.00 GENERAL 



101.01 Purpose . The Regulations in this Title prescribe policies 
and methods for the economical and efficient management of records 
of Federal agencies. 

101.02 Authority . The Regulations in this Title are issued pursuant 
to the authority contained in the so-called Records Disposal Act, as 
amended (44 U.S.C. 366-380), the Federal Property and Administrative 
Services Act of 1949, as amended (41 U.S.C. Supp. 214, 44 U.S.C. 

Supp. 367, 369), and the Federal Records Act of 1950 (41 U.S.C. 

Supp. 281-290). 

101.03 Applicability . The Regulations in this Title apply to all 
agencies in the executive, legislative, and judicial branches of 
the Government, except the Senate, the House of Representatives, 
and the Architect of the Capitol and any activities under his 
direction, to the extent provided in the Federal Property and 
Administrative Services Act of 1949, as amended. 
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SECTION 102 . 00 AGENCY RECORDS MANAGEMENT PROGRAMS 


102.01 Authorit y, Soction 506 (b) of the Federal Records Act of 1950 
requires the head of each Federal agency to establish and maintain an 
active, continuing program for the economical and efficient management 
of the records of the agency, 

102.02 Program Content , Agency programs shall, among other things, 
provide fors 

a. Effective controls over the creation, the organization, maintenance 
and use, and the disposition of all agency records. 

b. Cooperation -with the Administrator of General Services in develop- 
ing and applying standards, procedures, and techniques designed to . 
improve the management of records, assure the maintenance and 
security of records of continuing value, and facilitate the segre- 
gation and disposal of all records of temporary value. 

c. Compliance with the provisions of the Federal Records Act of 1950 
and with the regulations issued thereunder, 

102.03 Creation of Records , Adequate records management controls over 
the creation of agency records shall be instituted to insure that im- 
portant policies and decisions are adequately recorded} that routine 
operational paper work is kept to a minimum} and that the accumulation 
of unnecessary files is prevented. Effective techniques to b® applied 
in this area include the application of systems for the control of 
correspondence, forms, directives and issuances, and reports} the mini- 
mizing of duplicate files} and the disposal without filing of transitory 
material that has no value for record purposes. 

lQ2 e 0l» Organization, Maintenance, and Use of Records . Provision shall 
be made for the continued analysis and improvement of such matters as 
mail handling and routing, record classification and indexing systems, 
the use of filing equipment and supplies, the reproduction and trans- 
portation of records, and work production standards relating thereto, 
to insure that records are maintained economically md efficiently and 
in such a manner that their aaxisitm usefulness is attained. 

102.05 Disposition of lecordB o Provision shall b© mad© to insure that 
records of continuing value are preserved but that records no longer of 
current use to an agency &r© promptly disposed of or retired. Effective 
techniques for accomplishing these ends are the development of records 
control schedules} the transfer of records to records centers and to 
the National Archives} the microfilming of appropriate records} and the 
disposal of valueless records. 
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102*06 Liaison Offices , f&spmsib£Uty far tSa® development ©f tfc® 
records management program shall be specifically assigned to an office 
or offices within each Federal agency 0 The office to T.hieb ths major 
responsibility is assigned shall be repeated for liaison purposes t© 
the National Archives anti Records Sarrie© 0 

102*07 An nual Statist leal granary a Each Federal agency within 60 days 
after the close of the fiscal year 1952 and eaeh yea-? thereafter shall 
submit to the National Archive o and Records Service a statistical 
summary of records holdings on GSA Form 467 (Exhibit l a Appendix A). 
Instructions for the preparation ■ of the report are set forth on the form® 
Tto statistical summary may bo consolidated for the entire agency* or* 
if more practical a individual reports say b© submitted for bureaus or 
comparable organizational units* 
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cmmi IV DISPOSITION OF federal records 

PART 1 RECORDS CONTROL SCHEDULES' AND STANDARDS 
SECTION 101.00 RECORDS CONTROL SCHEDULES 


XQI.Ol Records Scheduling; Programs „ A records scheduling program is 
essential to promote a prompt and orderly reduction in the quantity of 
records in each Federal agency in accordance with the provisions of 
section 505 (a) of the Federal Records Act of 1950© 


101.02 Basle Elements i n Recor ds Scheduling Program s. Three basic 
elements are ’present in~a records scheduling programs 


a. The taking of a complete inventory of the records in the custody 
of the agency 0 

b. The formulation of policy as to the disposition of each type or 
series of records and its statement in the form of a records 
control schedule. 


e. The application of the records control schedule to effect the 
elimination or removal of records. 


101.03 Formulation of Records Control Schedules . The following steps 
shall be taken in the development of records control schedules s 


a. Each Federal agency shall compile a records control schedule for 
all major groups of records in its custody having importance in 
terns of contents bulk* or space and equipment occupied. For 
all Federal agencies in existence on June 30* 1951 (other than 
the judiciary* for which special arrangements will be ma.de)* such 
records control schedules shall be completed by June 30* 1954. 
i For all, Federal agencies created after June 30* 1951* such 
schedules shall be completed id. thin one year after the creation 
of the agency . 

o. Schedules shall clearly identify and describe the series of records 
covered* and shall contain instructions that, when approved* can 
be readily applied© Schedules must be readily adaptable to use 
along organisational lines* so that each office will have standing 
instructions for the disposition of records in its custody. 


0 O ATI schedules shall take into account the actual filing arrangements 
1 » existence, so that disposition of records can be physically 
accomplished in the largest blocks possible© 

d. Npnrecord materials* such as extra copies of documents preserved 
/ for convenience of reference* stocks of processed documents* 

/ preliminary worksheets* and similar papers that need not be made 
/ a matter of record, shall not be Incorporated in the official 
/ files of the agency. To the maximum extant possible* material 
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not required for record purpose a shall bn disposed of j it should not 
be sent to filo. In cases T,fa3.re transitory fU.os of such Materials 
are established pad raintaiuad in filing equipment,, such files shell 
be controlled by means of instructions in the records control schedule . 


e. Schedules aha.ll be reviewed at leaet one© annually to effect changes 
necessary to maintain their current status* 

101.04 provisions of Records Control Schedules . Bacorda control schedules 
shall provide fort 

a. The disposal after minimum retention periods of those records not 
having sufficient value to justify their further retention. 

Procedures for obtaining disposal authorization are prescribed 

in sections 104.00 and 106.00 of this chapter. 

b. The removal to a Federal Ha cords Center (or to an agency records 
center approved under the provisions of section 401.00 of this 
chapter) of those records which cannot b@ disposed of immediately 
but which need not be maintained in office space and equipment. 

Such records will be maintained by the records ©enter pending 
their transfer or disposal, 

c. The retention as current records in of fie® space and equipment of 
the minimum volume of records consistent with efficient operation. 

101.05 Application of Records Control Schedules . The head of each 
Federal agency shall take necessary action to obtain the application 
of records control schedules to provide for the maximum eeoneajy of 
space | equipment, and personnel. 
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GSA Reg, 3-IV-104.01' 

SECTION 104.00 GENERAL RETENTION AND DISPOSAL SCHEDULES 

104.01 Authority . Section 505 (b) of the Federal Records Act of 1950 
directs the Administrator to establish standards for the selective 
retention of records of continuing value. The Records Disposal Act 
prescribes that no records of the United States Government shall be 

■ alienated or destroyed except in accordance with the provisions of 
the Act, This Act also authorizes the Administrator to submit to 
Congress schedules proposing the disposal, after the lapse of speci- 
fied periods of time, of records of a specified form or character 
common to several or all agencies that either have accumulated or 
may accumulate in such agencies and that apparently will not, after 
the lapse of the periods specified, have sufficient administrative, 
legal, research, or other value to warrant their further preservation 
by the United States Government. 

These schedules when reported upon favorably by the Joint Committee 
on the Disposition of Executive Papers constitute authority to 
dispose of the records included therein. Agencies may apply this 
authority subject to approval of the Comptroller General of the 
United States when required by section 9 of the Records Disposal 
Aot. Such disposal authority is permissive and not mandatory. 

104.02 Approved General Disposal Schedules . Pursuant to the 
authority cited in section 104 . 01 , general disposal schedule s 
governing the retention and disposal of the types of records listed 
below shall continue in effect until superseded by amendment of 
this section. 

a. Civilian Personnel Records, issued by Federal Records 
Regulation No, 1, dated November 2, 1951. 

b. Deferment Records (World War II), issued by National 
Archives Circular Letter No. 46-2, dated March 13, 1946 . 

c. Records of Informational Services and Relations with the 
Public, issued by National Archives Circular Letter No. 

46-4, dated May 23, 1946. 

d. MAIL and Postal Records, issued by National Archives 
Circular Letter No. 47-1, dated August 7, 1946. 

9 . Fiscal and Accounting Records, issued by National Archives 
Circular Letter No. 47-2, dated August 7, 1946. 

f. Bankruptcy Records, issued by National Archives Circular 
Letter No, 48-1, dated July 7, 1947. 
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SECTION 105.00 REPRODUCTION OF PERMANENTLY VALUABLE RECORDS ' 

105.01 Authority . Pursuant to the provisions of section 2 of the Records 
Disposal Act, the Administrator of General Services is required to estab- 
lish standards for the reproduction of records by photographic, micro- 
photographic, or. other processes, when such reproductions are to serve as 
permanent records. 

105.02 Standards . In making reproductions of permanently valuable records 
’ n order to dispose of the originals, the following standards shall be 

aintainedt 


a. The integrity of the original records shall be preserved on the copies. 
The preservation of the integrity of the records implies that the 
copies will be adequate substitutes for the original records in serving 
the purposes for which such records were created or maintained. More 
specifically, the term "integrity of the records" is defined to mean: 

1. That the copies will be so arranged, identified, and indexed 
that an individual document or component of a records series 
can be located with reasonable facility? and 

2. That the copies will contain all significant record detail 
needed for probable future reference. 


b. The film stock used in making photographic or raicrophotographic copies 
and the processing thereof, shall comply with the specifications of ' 
the National Bureau of Standards for permanent records. 


c. The provisions for preserving, examining, and using the copies of 
the original records shall be adequate. 

d. Whenever the agency deems that the original photographic or micro- 
photographic negative or master reproducing copy of permanently 
valuable records is deteriorating or will deteriorate as a result 
of use or other causes, the agency shall make a duplicate copy for 
its own use, if necessary, and shall deposit the original photo- 
graphic or microphotographic negative or master reproducing codv 
with the National Archives. 


105 «°3 Destruction of Originals. Authority to dispose of the original 
records must be obtained in accordance with section 106.00 ©f this chapter 
In order to avoid the possibility of approval being withheld because of 
failure to comply with the abov© standards. Federal agencies proposing to 
preserve permanently valuable records on microfilm or by other reproduc- 
tion processes shall request authority to dispose of the originals before 
the reproduction project itself is actually undertaken. 
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a. Approval will be facilitated if a statement of procedures to be 
adopted in order to cooqply with the above standards accompanies 
the request. 

b. Technical advice and assistance may be obtained, upon request, 
from the National Archives and Records Service, Records Manage- 
ment Division, 



\ 

c* 
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SECTION 106.00 


AGENCY DISPOSAL AUTHORITY 


106.01 Authority . The Records Disposal Act prescribes that no records 
of the United States Government shall be alienated or destroyed except 
' accordance vdth the provisions of the Act. It further requires the 
v Administrator of General Services to establish procedures to be followed 
by Federal agencies in compiling and submitting lists and schedules of 
^^records proposed for disposal. 

'"106.02 Submission of Disposal Requests . Requests for authorization to ^ 
dispose of record"? shall be initiated by Federal agencies by submitting 
records disposal lists or schedules to the National Archives and Records 
Service on Standard Forms 115 and 115a, Continuation Sheet, as revised. 
Samples of these forms and instructions for their preparation are attached 
as Exhibits 2 and 2a, Appendix A. Existing stocks of Standard Form 115 
and 115a will be used until exhausted. Standard Form 115 may be used for 
submitting either a list or schedule, by checking either A or B, respec- 
tively, under entry 6. Authority contained in an approved list is limited 
to records already in existence, and should be used only when records of 
the types described are no longer accumulating. A schedule gives contin- 
uing authorization, and will be used in all cases where the typos of 
records described in the request will continue to accumulate. 


106.03 Certification . The signing of Standard Form 115 by a properly 
authorized agency representative shall constitute certification that the 
records described do not have, or will not have after the expiration of 
the retention period indicated, sufficient administrative, legal, or 
fisca 1 value to the agency itself to warrant further retention. Appraisal 
by the National Archives and Records Service will be limited to review for 
possible value to other agencies of the Government, and for research or 
historical value. 


Accounting Office Clearance . Each Federal agency shall 
obtain the approval of the Comptroller General of the United States, as 
required by seotion 9 of the Records Disposal Act, for the disposal of 
certain classes of records relating to claims and demands by or against 
the Government or to accounts in which the Government is concerned. 

\ ap ? r0Va ^ " °^ ain ®d either prior to or concurrently vdth tha 

Service^ 0 ” ° f diep0sal re * uest to the National Archives and Records 

1Q 6 :05_. Approval of Requests for Disposal Authority. After review by the 
National Archives and Records Service, the request, with the Archivist's 
recommendation, is transmitted to the Congress as required by tha Records 
Disposal Act. If the Joint Committee on the Disposition of Executive 
Papers makes a favorable report on the request, the Archivist shall notify 
the agency thereof by returning one copy of completed Standard Form 115 
This consltutes the disposal authorization, which is mandatory. Such 

ShSl1 be acccanplish ® d as Prescribed in section 201.00 



I 
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106,06 Extension of Retention Periods . In cases of emergency or when 
it is in the interest of economy* the head of a Federal agency may 
retain records authorized by Congress for disposal after the specified 
retention period, "When records are so retained, a copy of the directive 
authorizing such retention shall be furnished to the Administrator and 
such records shall be disposed of as soon as is administratively prac- 
tical. 
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SECTION 107 o 00 -EMERGENCY AUTHORISATION FOR THE DISPOSAL OF RECORDS 


107.01 Gener al , Under certain conditions records may be disposed, of 
■without regard to the provisions of section 106*00 of this chapter® 

107.02 Menaces to Human Health or Life or to Property . Section 10 of 
the Records Disposal Act authorizes disposal -whenever it is determined 
that records constitute a continuing menace to human health or life or 
to property. Whenever the head of an agency has determined that records 
constitute such a menace he shall notify the National Archives and Records 
Service, specifying the nature of the records, their location and quantity, 
and the nature of the menace. If the National Archives and Records Sex-vice 
concurs in the determination, the immediate removal of the menace by 
destruction of the records or by other appropriate means -will be directed. 

107.03 State of ¥Jar or Threatened War . Section 11 of the Records Disposal 
Act authorizes the destruction of records outside the territorial limits 

of the continental United States -whenever, during the existence of a 
state of "war between the United States and any other nation or when hostile 
action by a foreign power appears Imminent, the head of the agency that has 
custody of the records determines that their retention would be prejudicial 
to the interests of the United States, or that they occupy space urgently 
needed for military purposes and are without sufficient value to warrant 
continued preservation. 

Within six months after the disposal of any records under this authoriza- 
tion, a written report describing the character of the records and stating 
whan and where the disposal was accomplished shall be submitted to the 
National Archives and Records Service by the agency official who directed 
the disposal. 
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201.01 Authority . Under the provisions of tha Records Disposal Act, 
Federal agencies are required to follow regulations issued by the 
Administrator of General Services governing the methods by "which records 
authorised for disposal are to be disposed of. Only the methods set 
forth in this section shall be used in effecting the disposal of records, 
whenever Congress shall have authorized their disposal. 


201.02 Sale or Salvage . Paper records to be disposed of shall normally, 
and during the present shortage of paper, to the maximum extent prac- 
ticable, be sold as waste paper j provided that, unless the records have 
been treated to destroy their record content, the contract for sale s hall 
prohibit their resale or use as records or documents. Outside Washington, 
D. C., There quantities involved do not warrant sale, paper records 
authorized for disposal may be donated for salvage purposes to local 
public or nonprofit institutions or agencies} provided that precautions 
are taken to insure that the materials are not resold as reoords or 
documents, and that the interests of the Waited States and of private 
individuale are protected. Reoords other than paper reoords (film, 
plastic, etc.) may be salvaged by the agenoy concerned or sold under the 


same conditions that govern the sale of paper records. All Dales shall be 
on a competitive basis as required by tha provision? of law applicable to 
the selling agency. 


201.03 Donation for Preservation and Use . Whenever it is believed that 
the public interest will be served thereby, a Federal agency may transfer 
records authorized for disposal to a government, organization, institu- 
tion, corporation, or per eon that has made application for themj provided 
(a) that the applicant agrees not to sell the records as records or docu- 
ments; (b) that the transfer is made without cost to the United States 
Government; (c) that no transfer shall be approved if the records contain 
information the revelation of which is prohibited by law or would be con- 
trary to the public interest; (d) that no transfer to a foreign government 
shall be approved unless such government has an official interest in the 
records; and (e) that no transfer to a person or business corporation 
shall be approved unless the records are necessary to the operation of 
of properties acquired from the Government. 


a * fig£ort of Donation of Disposable Reoor ds to Non-Federal Custodv. 

Each donation of recordsunder this authority shall be reported to 
the National Archives and Records Service. This report shall contains 

1. The name of department or agency and the name of the major and 
minor subdivision thereof concerned. 


2. The name and address of the recipient of the records. 
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A list of tbo records by item rnrabor, with au aecuvn.to identifi- 
cation of tbo sorios of records transievrod, t»-e inclusive dates 
of the records, and the National Archives end Records Semico 
job and item number (a) of tbs disposal authorization^) as 
indicated on Standard Form 115, or other disposal authority# 


201.04 Instruction . If tha records cannot advantageously bo sold or 
otherwise salvaged, or if, in the opinion of the agency concerned, de- 
struction is necessary to prevent the disclosure of information that 
might be prejudicial to the public interest, the records may he destroyed 
by maceration, burning, or othor appropriate means. 
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PART 3 TRANSFERS OF RECORDS 

SECTION 301.00 TRANSFER OF RECORDS FROM THE CUSTODY OF 
ONE EXECUTIVE AGENCY TO THAT OF ANOTHER 


301.01 Authority . Section 505 (e) of the Federal Records Act of 1950 
provides that, subject to applicable provisions of law, the Administrator 
of General Services shall issue regulations governing the transfer of 
records from the custody of one executive agency to that Of another. 

301.02 Approval . No records shall be transferred from one executive v 
agency to the custody of another without the prior written approval of 
the National Archives and Records Service except as provided in section 
301.09 of this chapter. 

301.03 Agency Request . The head of any executive agency may request the 
transfer of records to or from hie agency. Approval shall be requested 
by letter addressed to the National Archives and Records Service, in which 
are included: 

A, A concise description of the records to be transferred, including 
the volume in cubic feet ; 

b. A statement of the restrictions imposed on the use of records; 

o. A statement of the number of reference requests per month made 
on the records, with information as to the agencies and persons 
using the records and the purpose of such use; 

d. A statement of the number of persons, if aqy, assigned to the 

administration of the records; - 

e. A statement of the current and proposed physical and organiza- 
tional locations of the records 4 

f. Information as to why the proposed transfer is in the best 
interests of the Government; and 

g« A Justification for the transfer of records more than five years 
old. 

301.04 Agency Concurrences . Copies of the concurrence or nonconcurrence 
in the transfer by the heads of any agencies concerned shall be attached 
to the agency request. 

301.05 Records of Terminated Agencies . Transfers of records of executive 
agencies whose functions are terminated or are in process of liquidation 
are expressly subject to these regulations and no such transfers shall 

be made except in accordance with their provisions. 
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301.06 B quipmsnt . Records storage equipment shall be transferred with 
the records contained therein in accordance with arrangements previously 
agi'eed to by the agencies concerned. 

301.07 Costs of Transfers . Approved transfers 'shall be made without 

reimbursement to the agency of original custody for any costs involved, 
except when such reimbursement is previously agreed to by the agencies 
concerned. ■■ * * 

301.08 Restrictions on Use of Records . Whenever any records that are 
transferred are subject to restrictions upon their use, imposed pursuant 
to statute. Executive order, or agency determination, such restrictions 
shall continue in effect after the transfer. Restrictions imposed by 
agency determination may be removed by agreement between tha agencies 
concerned. 

301.09 Exceptions . Prior -written approval of the National Archives 
and Records Service is not required: 

A 4 . i 

a. When records are transferred to the Federal Records Centers or ,! 
the National Archives in accordance with sections 302.00 and 
303.00 of this chapter. 

b. When records are loaned for official use. 

o. When the transfer of records or functions or both is required 
by statute. Executive order, or Presidential reorganization . 
plan, or by specific determinations made thereunder. 

d. When the continuing transfer of records has heretofore been au- 
thorised under the provisions of Executive Order 9784, ^September 
25, 1946 (11 F.R. 10909). Revisions in such authorizations re- 
quire the approval of the National Archives and Records Service. 


•5 .yi?: 
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PART 3 TRANSFERS OF RECORDS 

SECTION 301.00 TRANSFER OF RECORDS FROM THE CUSTODY OF 
ONE EXECUTIVE AGENCY TO THAT OF ANOTHER 


301*01 Authority . Section 505 (e) of the Federal Records Act of 1950 
provides that, subject to applicable provisions of la w, the Administrator 
of General Services shall issue regulations governing the transfer of 
records from the custody of one executive agency to that of another. 

301.02 Approval . No records shall be transferred fTcaa one executive 
agency to the custody of another without the prior written approval of 
the National Archives and Records Service except as provided in section 
301.09 of this chapter. 

301.03 Agency Request . The head of any executive agency may request the 
transfer of records to or from his agency. Approval shall be requested 
by letter addressed to the National Archives and Records Service, in which 
are included: 

a. A concise description of the records to be transferred, incl udin g 
the volume in cubic feet; 

b. A statement of the restrictions imposed on the use of records; 

o. A statement of the number of reference requests per month made 
on the records, with information as to the agencies and persons 
using the records and the purpose of such use; 

'jS ■ • . ' V* . - j • 

d. A statement of the number of persons, if any, assigned to the 

administration of the records;. , • 

e. A statement of the current and proposed physical and organiza- 
tional locations of the records; 

f. Information as to why the proposed transfer is in the best 
interests of the Government ; and 

g* A justification for the transfer of records more than five years 
old. 

301*04 Agency Concurrences . Copies of the concurrence or nonconcurrence 
in the transfer by the heads of any agencies concerned shall be attached 
to the agency request. 

301*05 Records of Terminated Agencies . Transfers of records of executive 
agencies whose functions are teniiinated or are in process of liquidation 
are expressly subject to these regulations and no such transfers shall 
be made except in accordance with their provisions. 
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301.06 Equipment . Records storage cquiprant shall be transferred with 
the records contained therein In accordance with arrangements previously 
agreed to by tbs agencies concerned. 

301.07 Costs of Transfers. Approved transfers shall be made without 
reimbursement to the agency of original custody for any costs involved, 
except when such reimbursement is previously agreed to by the agencies 
concerned..,. 

301.08 Restrictions on Uso of Records . Wianever any records that are 

transferred are subject to restrictions upon their use, imposed pursuant 
to statute. Executive order, or agency determination, such restrictions 
shall continue in effect after the transfer. Restrictions imposed by 
agency determination may be removed by agreement between the agencies 
concerned. . v 

301.09 Exceptions , prior written approval of the National Archives 

and Records Service is not required* , 

/ 

a. Wien records are transferred to the Federal Records Centers or 
the National Archives in accordance with sections 302.00 and 
303.00 of this chapter. 

b. T?hen records are loaned for official use. 

o. when the transfer of records or functions or both is required 
by statute, Executive order, or Presidential reorganization 
plan, or by specific determinations made thereunder. , , 

■ ,1 

d. ihen the continuing transfer of records has heretofore been au- 
thorised under the provisions of Executive Order 9784, September 
25, 1946 (11 F.R. 10909). Revisions in such authorizations re- 
quire the approval of the National Archives and Records Service. 
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SECTION 302.00 TRANSFER OF RECORDS TO FEDERAL RECORDS CENTERS 

302,01 Authorit y. Section 505 (d) of thd Federal Records Act of 1950 
authorizes the Administrator of General Services to establish, maintain, 
and operate records centers for the storage, processing, and servicing * 
of records for Federal agencies. Such centers are known as Federal 
Records Centers. A list of Federal Records Centers showing the areas 
serv’d thereby is attached as Exhibit 3, Appendix A. 

302*02 Procedures for Transfers to Federal Records Centers . The follow- 
ing procedures will govern the transfer of records to Federal Records 
Centers t 

a. Federal Records Centers will accept for transfer any records offered 
by Federal agencies, subject to the following conditions: 

1. That the records are not authorized for immediate disposal; and 

2. That facilities for housing and providing reference service 
on the records are available. 

Priority will be given to the removal of records from office space, 
from space convertible to office use, from leased space, and from 
filing equipment vhich can be reused. 

b. Transfers may be initiated by either oral or written request to the 
Deputy Regional Director for Records Management in the General 
Services Administration region in which the records are located. 
Requests shall specify the nature and quantity of the records 
proposed for transfer. 

c. Transfers of records on an agency-wide basis may be initiated by 
central or headquarters offices of agencies by either oral or 
written request to the Records Management Division, National 
Archives and Records Service, National Archives Building, Washington 
25, D. C. Requests shall specify the nature and quantity of the 
records proposed for transfer. 

d. Federal Records Centers will furnish agencies with a receipt 
acknowledging the transfer of records. 

302.03 Surveys of Records Available for Transfer . Surveys will be con- 
ducted by the regional Records Management Service of the records accumu- 
lations of field offices of those agencies not operating approved records 
centers for the purpose of recommending records for transfer to Federal 
Records Centers. Such recommendations will fca submitted to the field 
office concerned and to the National Archives and Records Service for 
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coorcmation with the appropriate agency headquarters. Surveys of re cor da 
ol agency headquarters Trill normally be made by the Records Management 
Division, National Archives and Records Service 0 

302.04 Release of Equipment . Equipment received -with the transfer of 
records to a Federal Records Center will, when emptied and if needed be 
returned on request to the agency from which the records were received. 

If the return of such equipment is not required, it will be disposed of 
in accordance with applicable excess property Regulations. 

302.05 Restrictions on Use of Records . Restrictions lawfully imposed 
on the use of transferred records will be observed and enforced by the 
Federal Records Centers, subject to the provisions of section 507 (b) 
of the Federal Records Act of 1950 . 

302. 06 Disposal Clearances . No records of a Federal agency still in 
existence shall be disposed of by a Federal Records Center except with 
the concurrence of the agency concerned. 



Approved For Release 2001/08/30 : CIA-RDP74-00390R0001 00030003-1 


Approved For Release 2001/08/30 : CIA-RDP74-00^.^0^10W3^0^ 0] 



SECTION 303.00 TRANSFER OF RECORDS TO TIE NATIONAL ARCHIVES 


303.01 Author It? /. Tha Administrator of General Services is authorised 
by section 507 (a) of the Federal Records Act of 1950 to accept for 
deposit with the National Archives of the United States the records of 
any Federal agency or of the Congress of the United States that are 
determined by the Archivist to hava sufficient historical or other value 
to warrant their continued preservation by the United States Government. 

303.02 Transfers via Records Centers . Records will normally bo trans- 
ferred to the National Archives from a Federal Records Center or an ap- 
proved agency records center. Wien such transfers are made, the agencies 
concerned will be furnished an inventory of the records transferred. 

303.03 Direct Transfers . The classes of Federal records listed below 
may be offered for direct transfer to the National Archives. Such 
transfers shall be initiated by Federal agencies by written request to 
the National Archives and Records Service, specifying the nature and 
quantity of the records proposed for transfer. Existing arrangements 
for the transfer of records of the Congress of the United States will 
ba continued. 

a. Records of the Executive Office of the President and of 
Presidential Boards, Commissions, and Committees 

b. Records of the Congress of the United States 

c. Records of the Supreme Court of the United States 

d. Audiovisual records (motion pictures, still photographs, 
sound recordings, etc.) 

e. Cartographic records (maps, charts, etc.) 

f. Series of records of unquestionable value that are not susceptible 
to screening or other processing (such as microfilming) to reduce 
their bulk 

g. Records that have been in existence 25 or more years and that 
are considered to have enduring value 

303.04 Release of Equipment . Equipment received with the transfer of 
records to the National Archives will, whan emptied and if needed, be 
returned on request to the agency from which the records were received. 

If the return of such equipment is not required, it will be disposed of 
in accordance with applicable excess property Regulations. 
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303.05 R estrictions on Use of Records . Restrictions lawfully imposed 
on the use of transferred records vdll be observed and enforced by the 
National Archives and Records Service, subject to the provisions of 
section 507 (b) of the Federal Records Act of 1950. 

303.06 Disposal Clearances . No records of a Federal agency still in 
existence shall be disposed of by the National Archives and Records 
Service except with the concurrence of the agency concerned. 
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PART 4 AGENCY RECORDS CENTERS 
SECTION 401.00 ESTABLISHMENT 


401.01 Authority . Section 506 (c) of the Federal Records Act of 1950 
authorizes Federal agencies to maintain and operate records centers 
for the storage, processing, and servicing of records that are appro- 
priate therefor, -when such centers are approved by the Administrator 
of General Services. Such centers operated by Federal agencies are 
referred to herein as “agency records centers.” 

401.02 Existing Records Centers . Agency records centers in operation 
as of the date of this Regulation are provisionally approved, pending 
their inspection by the General Services Administration. 

401.03 Requests for Authority to Establish or Relocate Records 'Centers . 
No agency records center shall be established or relocated from one city 
to another without the prior written approval of the General Services 
Administration. 


a * Exclusions . For purposes of this section the term "agency records 
center" excludes: 

1. Staging areas containing less than 5,000 square feet of space 
UBed by agencies for the temporary storage of materials pre- 
paratory to their transfer to a records center or other 
disposition} provided that no records are held in the staging 
area in excess of five years. 

2. Areas of less than 5,000 square feet used solely for the 
storage of records to which occasional reference is mad© 

but on which no processing activity (screening, microfilming, 
etc.) is performed. 

b « Content of Requests . Requests for authority to establish or re- 
locate an agency records center shall be submitted in writing to 
the Administrator of General Services. Such requests shall specify: 

1. Proposed location of the agency records center 


2. Space to be occupied in gross square feet 

3. Nature and quantity of records to be stored 

4. Total personnel to be employed 

5. Justification of the proposed center 
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Approval of Requests . Requests for the establishment or relocation 
of an agency records center will be approved by the Administrator 
of General Services whan greater economy or efficiency can bo 
achieved through its operation than by use of a Federal Records 
Center operated by the General Services Administration. 


401.04 Annual Agency Records Center Report . Each Federal agency 
operating one or more agency records centers shall submit to the 
National Archives and Records Service, within 60 days after the close 
of the fiscal year 1952 and each year thereafter, a report on GSA 
Form 468 (Exhibit 4, Appendix: A), for each center. 
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FORMS AND OTHER E XHI BITS 



(Arranged in numerical order by Exhibit number) 
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GSA FORM «€7 

general" services ANNUAL STATISTICAL SUMMARY OF RECORDS HOLDINGS 

'.DM I HI STRATI OR 


This form (original only) is to be submitted by each Federal agency within 60 days 
after the close of each fiscal year to the National Archives and Records Service, 
General Services Administration, Washington 25, D. C. See instructions below. 


1. FISCAL TEAR ENDING 


12. DEPARTMENT OR AGENCY 



DEPARTMENTAL 

FIELD 

AGENCY 

REC0R0S CENTER 

1 A) 

( B 1 

(C> 


3, Volume of records on hand at the beginning of the 
fiscal year (cubic feet) 


4. Volume of records disposed of during the fiscal 
year (cubic feet) (Do not include records cleared 
for di appeal in Federal. Records Centers) 


5. Volume of records transferred to agency records 
centers during the fiscal year (cubic feet) 


6. Volume of records transferred to other agencies 
during the fiscal year (cubic feet) (Including 
Federal Records Centers or the National Arc hi vea) 


7. Volume of records on hand at end of fiscal year 
(cubic feet) 

8. Percentage of the records shown in 7 above which 
are scheduled for disposal ( including general sched- 
ules formally adopted by the agency) 


9. Percentage of the records shown in 7 above which 
are considered as permanent records. 


10. Percentage of the records shown in 7 above which 

ore not yet scheduled for disposal (item 8) nor 
considered as permanent records (item 9) 

11. DATE 


12. TITLE OF PERSON SIGNING REPORT 



INSTRUCTIONS 

Records of an agency transferred to the General Services Administration in years prior to the fiscal 
year covered by the report will not be reported. Non-record material will be included in volume and per- 
centage totals If agency practice calls for statistics on this class of material. 

The term "Departmental* (column A) means the headquartersof the agency, as contrasted to the agency’s 
field activities, if any, but excluding records centers as defined below. 

The term "Field* (column B) means the agency’s offices other than those included in the departmental 
, headquarters and other than records centers as defined below. 

"Agency Records Center/ (column C) is described in GSA Regulation 3-IV -401.01 and 3-1V-401. 03a. 

NOTE: For purposes of this report, cubic feet may be calculated according to the following table of 
equivalents: 

Letter sized filing cabinets (full but workable) - 1 X cu. ft. per drawer 
Legal sized filing cabinets (full but workable) • 2 cu. ft. per drawer 
Tabulating cards - 10,000 per cu. ft. 

3x5 Filing case (full but workable) - 1/10 cu. ft. per 12 inch drawer 
4x6 Filing case (full but workable) - 1/6 cu. ft, per 12 inch drawer 
5x8 Filing case (full but workable)- W cu. ft. per 12 inch drawer 
^^Map cases and other outsized equipment - cubic measurement of inside of containers 
'^Kajustments for partially filled cabinets should be made. 


Where exact figures can not be given, an estimate that is as nearly accurate as possible may be sub- 
stituted. Whe reAflflljPYfCblrfjr Bftl^0§§r2O9rt/fig(3iCt: jC^^BRP^-fliyi^ORQQOilpt^Qe^-lthat items 8, 9, and 
10 will be estimates. 
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?reIcribed C 0Y B g£her^ REQUEST FOR AUTHORITY f 

SE R VICES ADM t H I STR AT t OR <|>Q DISPOSE OF RECORDS I DATE RECEIVED T JOB NO. 

^ ( See Instruction® on reverse ) 


DATE RECEIVED 


I.E/1VE TtLK NK 
I JOB NO. 


DATE APPROVED 


THE GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON 25 , D, C. 


1. FROM (AGENCY OR ESTABLISHMENT) 


2. MAJOR SUBDIVISION 


3. MINOR SUBDIVISION 


4. NAME OF PERSON WITH WHOM TO CONFER 

5. TEL. EXT. 


CONGRESSIONAL AUTHORIZATION 


HOUSE REPORT NO. 

I SESSION 


NOTIFICATION TO AGENCY 


CONGRESS HAS AUTHORIZED DISPOSAL OF ITEMS MARKED 
"DISPOSAL APPROVED" IN COLUMN 10. 




rarrsrmi 


6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

* hereby certify that I am authorized to act for the head of thle agency in matters pertaining to the disposal of records, and that the records described in this list or 

ccheduleof pages are proposed for disposal for the reason indicated: (“X” only one) 

A The records have B The records will cease to have sufficient value 


A The records have 

□ ceased to have suffi- 
cient value to warrant 
further retention. 


The records will cease to have sufficient value 
to warrant further, retention on the expiration 
of the period of time indicated or on the occur- 
rence of the event specified. 


7. 

ITEM NO. 


(Signature of Agency Representative) 


8. DESCRIPTION OF ITEM 
(With Inclusive dates or retention periods) 


9. 

SAMPLE OR 
JOB NO. 


10 . 

ACTION TAKEN 
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Four copies, including original, to be aubaitted to the National Archives and Kecorda Service 
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Uno St-PV'li'.rd Items 3.15 end 115 a, obtainable from Supply Ccnborn oX 
I - (supply Snrvico, General Services Adioiniutraliion r to obtain author it. v to dio~ 

f socorda* Sutrsit four copies, all of which should bo signed and datod, lo the a 
." tioJ.*?! Archives and Records Service® Indicate the number of pages involved in the diw 
.V’ que-at under entry 6® Copy 4 of the standard form will bo returned to the agency 
s c'rVv-J.cr.tion that Congress has authorised disposal of the items marked ‘‘approved-” 

In struct ion s; 

' ■■ wamj — r r- — — i -rr-i -T i^ . iw. .. ■ » .-m a if iii ® 

Bl ltriea 1 9 2. and 3 should show That agency has custody of the records that are 
identified on the form® and should contain the name of the department or independent 
agency o and its major and minor suMivisions. 

Entries 4 and 5 should help identify and locate the person to whom inquiries regard- 
ing tho records should be directed® 

Entry 6 should shew what kind' of authorization is requested® Only one of two 
Jdbad.3 of authorizations may be requested an a particular form. 

Box A should be marked if immediate disposal is to be made of past accumu- 
lations of records, and the completed form thus marked is a list® 

Bo?s B should be marked if reoords that have accumulated or will continue 
to accumulate are to be disposed of at some definite future time or 
periodically at stated intervals, or if disposal is to be made of micro- 
photographed records after it has been ascertained that the microfilm 
copies were made in accordance with the standards prescribed in GSA Regu- 
lations 3-IV-105®00j and the completed form thus marked is a schedule. 

Entry 7 should contain the numbers of the it ess of records identified on the fora 
in sequence, i.e. 1, 2, 3, 4, etc® 

Entry 8 should show what records are proposed for disposal. 

Center headings should indicate what office's records are involved if all records^ 
described on the form are not those of the same office or if they are records 
created by another office or agency® 

An identification should be provided of -the types of records involved if they are 
other than textual reoords, for example, if they are photographic records, sound 
recordings, or cartographic records. 

An itemization and accurate identification should be provided of the series of 
records that are proposed for disposal® Each series should comprise the largest 
practical grouping of separately organized and logically related materials that 
earn be treated as a single unit for purposes of disposal® Component parts of a 
series may be listed separately if numbered consecutively as la, lb, etc., under 
the general series entry® ‘ 

A statement should be provided showing when the records were produced or when d is- 
possi is to be made of the records, thust 

If Box A under entry 6 was marked, the inclusive dates during which the recosds 
were produced should be stated® 

If Box B under entry 6 was marked, -the period of retention should be stated® The 
retention period may be expressed in terms of years, months, etc., or in terms 
of future actions or events® A future action or event that is to determine the 
retention period must be objective and definite® If disposal of the records 
is contingent upon their being microfilmed, the retention period should reads 
“Until ascertained that microphotographic copies have teen mad© in accordance 
with GSA Regulations 3-IV-105®00 and are adequate substitutes for the paper jggg 
records®'* 

Entry 9 should show what samples of records were submitted for each item, or with 
'&8&J&US&SX records 

other than textual and cartographic records should not be submitted. 

Ritry 10 should be left blank® 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-ContlnuaHon Sheet 


7. 

ITEM NO. 


8. DESCRIPTION OF ITEM 
(With Inclusive Dates or retention Periods) 


SAMPLE OR 
JOS NO. 


10. 

ACTION TAKEN 
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Four copier, including original, to be submitted to the National Archives und Records Servic 
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cm 

I 

H 

§ 

0 

JENTKRcJ 

j S3, 
1 

Area Served 

Mailing Address 

2 

Now York, Pennsylvania, 

New Jersey ^ and Delaware 

General Services Administration 

250 Hudson Street 

New York 13, New York 

3 

District of Columbia, Maryland, 

West Virginia# Virginia# Puerto 

Rico# and the Virgin Islands 

General Services Administration 

GSA Regional Office Building 

Washington 25, D« 0 o 

k 

a 

North Carolina, gouth Carolina, 
Tennessee, Mississippi, Alabama, 
Georgia, and Florida 

General Services Administration 

50 Whitehall Street, S 0 W® 

Atlanta, Goorgia 

* 

P9 

Kentucky, Illinois, Wisconsin, 
Michigan, Indiana, and Ohio 

General Services Administration 

Room 528, Court House 

219 South Clark Street 

Chicago ks> Illinois 



Maine 2 Vermont, Maw Hampshire, 
Massachusetts, Connecticut, aM 
Rhode Island 

Missouri, Kansas^ lorn, Nebraska, 
North Dakota, South Dakota, a nd 
Minnesota 

Washington, Oregon, Idaho, Montana 4 
and the Territory of Alaska 


General Services Administration 
Post Offic® & Courthouse 
Boatom 9 S Massachusetts 


Room X8O0, Federal Offic® Building 

Tf . **3 n m . ■&> 


General Services Adji&sdstration 
909 First Avenue 
Seattle kg Washington 


^Transfers limited at present to types of records specified in GSA Circular Mo a 9 
as smsndedo 0 
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EXHIBIT 4, APPEND I It A 


GSA FORM 468 

r general ^ sERvfcEs AGENCY RECORDS CENTER 

ADMINISTRATI0N ANNUAL REPORT 

1. REPORT FOR FISCAL TEAR ENDING 

2. DEPARTMENT OR AGE NC T 

1 iiSTWCTIONS: This form (original only) is to be submitted 
within 60 days after the close of each fiscal year to the 
National Archives and Records Service, General Services Admin- 
istration, Washington 25, D.C. , for each Agency Records Center. 

3. LOCATION OF RECORDS CENTER (Street, city, and State) 

j4. Volume of records on hand at the begin- 
ning of the fiscal year (cubic feet) 

/ 

9. Avera ge number of personnel employed by 
the center during the fiscal year 


5. Volume of records accessioned during 
the fiscal year ('cubic feet) 


10. Average amount of space occupied by the 
center during the fiscal year ( sq.ft .) 


of records disposed of during 
v ^^phe fiscal year ( cubic feet) 


11. Number of 4ori drawer units of steel 
filing equipment utilised at the end 
of the fiscal year 




12. Number of steel transfer ceses 
(drawers) utilised at the end 
of the fiscal year 


8, Volume of records on hand at the end of 
the fiscal year (cubic feet) 


13« Total number of reference services 
during the fiscal year* 


14. DATE 

• f 

16. SIGNATURE 


15. T 1 T LE OF PERSON S 1 GN 1 NG REPORT 



NOTE: Non-record material is to be included in the volume totals. 

^Reference services comprise (1) each file item furnished, oh loan or for reproduction or for reference use in the center 
and (2) each occasion on which information is furnished from the records (orally or written). A file item may be a 
single document, a folder,' a bound volume, etc., depending upon the physical manner in which the records are stcrod, 
removed and furnished to the inquirer. If the request is for one document or several documents f i 1 ed separate ty, each 
document constitutes fl file Item* If the request is for certain folders, each folder constitutes an item, etc„ 
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' ■ 5 - C.- C -2.- C - T ’ ”■ • 


AGENCY • GENERAL COUNSEL 'OPINION. 

2 October 1950 

Compliance with Provisions of Law Pertaining to 

Federal Records 


1 h e Central Intelligence Agency mu'st comply with • 
the Records Disposal Act , insofar, as it does not’ 

CONFLICT WITH THE PROVISIONS OF PUBLIC LAW 253- "■ 

The Central Intelligence Agency should comply with 
Public Laws 1 F2 and 7^4 whenever possible , even 
■THOUGH EACH SPECIFICALLY EXEMPTS CIA FROM ITS PRO- 
VISIONS. However, if such compliance woulo result 

IN THE UNAUTHORIZED DISCLOSURE OF INTELLIGENCE- 
SOURCES AND METHODS, PUBLIC LAW 253 MUST BE 
FOLLOWED. 


The Central Intelligence Agency should comply w i t h 
Executive Order 9784 whenever -possible , although- it 

DOES NOT REQUIRE DISCLOSURE Of CONFIDENTIAL INFOR- 
MATION which would endanger the National interest or 
LIVES OF INDIVIDUALS. CONSEQUENTLY, NO RELIANCE 

upon Puslic Law 253 seems necessary. 


FOIAbS 


v. 


■ 5_[T_£_(3 r [7._“ 
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25X1A 


CONFIDENTIAL 

CENTRAL INTELLIGENCE AGENCY REGULATION 



6. RECORDS MANAGEMENT 

A. There is established a Records Management Program for CIA which covers, but is not 

necessarily restricted to: 

(1) The identification of vital materials and their movement to a repository for safe 
keeping, 

(2) Development of disposal lists for all file series to provide for their systematic re- 
tirement. 

(3) Inventories of all files and filing equipment to determine the volume, types, filing ar- 
rangement, record character and retention periods for documents and the quantity, 
value and effectiveness of use of filing equipment and space occupied by files. 

(4) Standardization of filing systems, filing equipment and procedures for the main- 
tenance of files. 

(5) Records Management surveys to promote efficient operations relating to records. 

(6) Recommendations for labor-saving devices to assist in reducing the cost of prepara- 
tion and storage of records. 

(7) Training courses for Area Records Officers and Record Analysts. 

(8) Development of microfilming projects for records which lend themselves to the proc- 
ess for the reduction of space required for storage. 

(9) Advice on other matters relating to records, including procedures for the down- 
grading of security classification of documents. 

B. Definitions 

(1) Record Material 

Records of CIA are defined to include all books, papers, maps, photographs, films, 
recordings or other documentary material regardless of physical form or character- 
istics, made or received by any portion of CIA in pursuance of Federal law or in con- 
nection with the transaction of public business and preserved or appropriated for pres 
ervation by CIA or its legitimate successor as evidence of the organization, functions, 
policies, personnel, decisions, procedures, financial or legal transactions, operations 
or other activities or because of the informational value of data contained therein. 


- 1 - 

CONFIDENTIAL 
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CONFIDENTIAL 

CENTRAL INTELLIGENCE AGENCY REGULATION 



Nonrecord Material 25X1 A 

Library and museum material made or acquired and preserved solely for reference or 
exhibition purposes, extra copies of documents preserved only for convenience of ref- 
erence, and stocks of publications and of processed documents are not included vithin 
the definition of the word “record” as used in this Regulation. “Records” and “record 
material” may be used interchangeably. 

Vital Material 

Vital Materials are those specific items in the possession of CIA which are essential to 
the Agency on a continuing basis and which, in the event of destruction, would constitute 
a serious or irreplaceable loss. 

C. Responsibilities 

(1) The Advisor for Management will provide policy advice and general guidance. 

(2) The Chief, Administrative Services is responsible for the administration of the Records 
Management Program and will: 

(a) Designate offices of record at points of use to contain record copies on matters of 
primary interest. 

(b) Establish and operate a records center to provide storage for non-current, semi- 
active and archival material and a repository for vital material. 

(c) Authorize the ultimate disposition of CIA records to the National Archives. 

(d) Designate a CIA Records Officer to formulate, define and review progress of the 
various program phases. 

(3) Each Office head will designate in writing to the Chief, Administrative Services an 
Area Records Officer, preferably grade GS-11 or higher, who will have the responsi- 
bility for maintaining an internal records program. 

(4) The CIA Records Officer will serve as the CIA Archivist and as the CIA Liaison to the 
National Archives, General Services Administration, and other agencies on records 
problems. 

(5) Storage maintenance and indexing of all vital material received at the repository will 
be the responsibility of the chief of the field installation where the repository is located. 

25X1A 


14 July 1951 
Pages 1-2 of 40-6, 
1 April 1951 
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(3) 
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